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TABLE OF LETTER DRILLS 

Refer to the Contents pages for a complete list- Drills indicated here by a single letter followed 
ing of drills. Use this table only when you want by a dash (as a—) include one-line and two-line 

to do extensive practice on a specific letter. drills with combinations using that letter. 


a 

2-1 

a 

2-2 

a— 

18-X 

a— 

19-X 

ac 

17-1 

ad 

17-2 

ade 

74-1 

ae 

18-2 

a-h 

18-3 

a/h 

18-6 

ail 

74-2 

ain 

74-3 

al 

17-3 

an 

17-4 

ar 

17-5 

as 

17-6 

a-s 

18-4 

ate 

74-4 

aw 

18-1 

a-z 

18-5 

b 

2-3 

b 

2-4 

ba 

19-1 

b/a 

19-5 

be 

19-2 

ber 

74-5 

bl 

19-3 

b/l 

19-6 

ble 

74-6 

bo 

19-X 

br 

19-4 

bu 

20-X 

c 

2-5 

c 

2-6 

c— 

20-X 

c/a 

20-6 

ce 

20-1 

ces 

75-1 

ch 

20-2 

CO 

20-3 

com 

75-2 

cr 

20-4 

c/s 

21-X 

ct 

20-5 


d 

3-1 

d 

3-2 

d— 

21-X 

d— 

22-X 

d-c 

21-4 

de 

21-1 

d/e 

21-6 

des 

75-3 

di 

21-2 

dis 

75-4 

d/n 

22-1 

do 

21-3 

d-s 

21-5 


e 

3-3 

e 

3-4 

e— 

22-X 

e— 

23-X 

ea 

22-2 

e-a 

22-4 

ect 

75-5 

e-d 

22-5 

e/h 

22-6 

e/i 

23-1 

enc 

75-6 

end 

76-1 

ent 

76-2 

est 

76-3 

ex 

22-3 


f 

3-5 

f 

3-6 

f— 

23-X 

f— 

24-X 

fo 

23-2 

f/o 

23-4 

for 

76-4 

f-r 

23-3 


g 4-1 

g 4-2 

g— 24-X 
g— 25-X 


ge 

23-5 

ght 

76-5 

gl 

23-6 

g/n 

24-3 

gr 

24-1 

g-t 

24-2 

h 

4-3 

h 

4-4 

h— 

25-X 

her 

76-6 

hi 

24-4 

hin 

77-1 

h-n 

24-6 

ho 

24-5 

h/t 

25-1 

i 

4-5 

i 

4-6 

j— 

26-X 

j— 

27-X 

i/a 

26-3 

ide 

77-2 

i-e 

25-6 

i/e 

26-4 

im 

25-2 

in 

25-3 

ing 

77-4 

ins 

77-5 

int 

77-3 

i-o 

26-1 

ir 

25-4 

it 

25-5 

i-u 

26-2 

ive 

77-6 

j 

5-1 

j 

5-2 

j— 

27-X 

jo 

26-5 

k 

5-3 

k 

5-4 

k— 

27-X- 

k-d 

27-2 


ki 

26-6 

kin 

78-1 

kn 

27-1 

1 

5-5 

1 

5-6 

1— 

28-X 

le 

27-3 

l/e 

28-1 

let 

78-2 

l/k 

28-2 

lo 

27-4 

l/o 

28-3 

low 

78-3 

l-s 

27-6 

ly 

27-5 

m 

6-1 

m 

6-2 

m— 

28-X 

m— 

29-X 

m/a 

29-3 

me 

28-4 

men 

78-4 

mi 

28-5 

m-n 

29-2 

mp 

28-6 

mu 

29-1 

n 

6-3 

n 

6-4 

n— 

29-X 

n— 

30-X 

na 

29-4 

n/a 

30-2 

ne 

29-5 

n/i 

30-3 

no 

29-6 

n/o 

30-4 

nt 

30-1 

nte 

78-5 

0 

6-5 

0 

6-6 


0- 

30-X 

0- 

31-X 

0- 

32-X 

oi 

30-5 

ol 

30-6 

on 

31-1 

one 

78-6 

op 

31-5 

or 

31-2 

ore 

79-1 

os 

31-3 

o/t 

31-6 

oun 

79-2 

ous 

79-3 

out 

79-4 

ov 

31-4 

o/w 

32-1 

P 

7-1 

P 

7-2 

P— 

32-X 

P— 

33-X 

P h 

32-2 

Pi 

32-3 

Pi 

32-4 

pla 

79-5 

p-o 

32-6 

p/o 

33-1 

pr 

32-5 

pre 

79-6 

pro 

80-1 

p/u 

33-2 

q 

7-3 

q 

7-4 

q— 

33-X 

q-a 

33-3 

r 

7-5 

r 

7-6 

r— 

33-X 

r— 

34-X 

r— 

35-X 

r/d 

34-5 

re 

33-4 

res 

80-2 


r-f 

34-3 

ri 

33-5 

ro 

33-6 

rt 

34-1 

r-t 

34-4 

r/t 

34-6 

ru 

34-2 

s 

8-1 

s 

8-2 

s— 

35-X 

s— 

36-X 

sa 

35-1 

s-a 

35-6 

se 

35-2 

s/e 

36-3 

sh 

35-3 

si 

35-4 

s-i 

36-1 

s/i 

36-4 

s-o 

36-2 

ssi 

80-3 

su 

35-5 

t 

8-3 

t 

8-4 

t— 

36-X 

t— 

37-X 

t— 

38-X 

t-a 

36-5 

t/a 

37-2 

ter 

80-4 

t/i 

37-3 

tio 

80-5 

t-p 

36-6 

t-r 

37-1 

t/u 

37-4 

u 

8-5 

u 

8-6 

u- 

39-X 

uc 

37-5 

u /1 

38-3 

urn 

37-6 

un 

38-1 

us 

38-2 


V 

9-1 

V 

9-2 

V- 

39-X 

V- 

40-X 

va 

38-4 

ve 

38-5 

v/e 

39-1 

v/i 

39-2 

VO 

38-6 

w 

9-3 

w 

9-4 

w- 

40-X 

wa 

39-3 

war 

80-6 

we 

39-4 

w/e 

40-1 

wh 

39-5 

wi 

40-2 

w/o 

40-3 

w-s 

39-6 

X 

9-5 

X 

9-6 

X- 

40-X 

y 

10-1 

y 

10-2 

y— 

40-X 

y/o 

40-4 

y/t 

40-5 

z 

10-3 

z 

10-4 

ze 

40-6 

Alphabetic 

Paragraphs 


12-X 

14-X 

42-X 

90-1 

90-2 











SELF-TIMING TABLES 


Check the time it takes you to type any 
paragraph selected from this book. Then 
get your typing rate by locating your typ¬ 
ing time on the appropriate table. 


Short Paragraph (7 lines) 


Time 

Rate 

Time 

Rate 

Time 

Rate 

Time 

Rate 

V 


84 

V 20" 

63 

1' 40" 

50 

2! 


42 

V 

i" 

83 

1' 21" 

62 

V 41" 

50 

2' 

1" 

42 

V 

2" 

81 

V 22" 

61 

V 42" 

49 

2' 

2" 

41 

V 

3" 

80 

V 23" 

61 

V 43" 

49 

2' 

3" 

41 

V 

4" 

79 

1' 24" 

60 

V 44" 

48 

2' 

4" 

41 

V 

5" 

78 

r 25" 

59 

V 45" 

48 

2' 

5" 

40 

V 

6" 

76 

1' 26" 

59 

1' 46" 

48 

2' 

6" 

40 

V 

7" 

75 

r 27" 

58 

1' 47" 

47 

2' 

7" 

40 

r 

8" 

74 

r 28 " 

57 

r 48" 

47 

2' 

8" 

39 

r 

9" 

73 

V 29" 

57 

V 49" 

46 

2' 

9" 

39 

r 

10" 

72 

r 30" 

56 

1' 50" 

46 

2' 

10" 

39 

r 

11" 

71 

V 31" 

55 

r 51" 

45 

2' 

11" 

38 

r 

12" 

70 

r 32" 

55 

1' 52" 

45 

7! 

12" 

38 

r 

13" 

69 

r 33" 

54 

r 53" 

45 

2' 

13" 

38 

V 

14" 

68 

V 34" 

54 

V 54" 

44 

2' 

14" 

38 

V 

15" 

67 

V 35" 

53 

1' 55" 

44 

2' 

15" 

37 

V 

16" 

66 

V 36" 

53 

1' 56" 

43 

2' 

16" 

37 

V 

17" 

65 

V 37" 

52 

1' 57" 

43 

2' 

17" 

37 

V 

18" 

65 

r 38" 

51 

r 58" 

43 

2' 

18" 

37 

V 

19" 

64 

r 39" 

51 

V 59" 

42 

2' 

19" 

36 


Long Paragraph (14 lines) 
or Two Short Paragraphs 


Time Rate 

2' 84 

2' 1" 83 

2' 2" 83 
2' 3" 82 

2' 4" 81 

2' 5" 81 
2' 6" 80 
2' 7" 79 

2' 8" 79 

2' 9" 78 

2' 10" 78 
2' 11" 77 
2' 12" 76 
2' 13" 76 
2' 14" 75 

2' 15" 75 
2' 16" 74 
2' 17" 74 
2' 18" 73 
2' 19" 73 

2' 20" 72 
2' 21" 71 
2' 22" 71 
2' 23" 70 
2' 24" 70 


Time Rate 

2' 25" 70 
2' 26" 69 
2' 27" 69 
2' 28" 68 
2' 29" 68 

2' 30" 67 
2' 31" 67 
2' 32" 66 
2' 33" 66 
2' 34" 65 

2' 35" 65 
2' 36" 65 
2' 37" 64 
2' 38" 64 
2' 39" 63 

2' 40" 63 
2' 41" 63 
2' 42" 62 
2' 43" 62 
2' 44" 61 

2' 45" 61 
2' 46" 61 
2' 47" 60 
2' 48" 60 
2' 49" 60 


Time Rate 


T 

50" 

59 

r 

51" 

59 

r 

52" 

59 

2' 

53" 

58 

2' 

54" 

58 

r 

55" 

58 

2' 

56" 

57 

2' 

57" 

57 

2' 

58" 

57 

2' 

59" 

56 

3' 


56 

3' 

1" 

56 

3' 

2" 

55 

3' 

3" 

55 

3' 

4" 

55 

3' 

5" 

54 

3' 

6" 

54 

3' 

7" 

54 

3' 

8" 

54 

3' 

9" 

53 

3' 

10" 

53 

3' 

11" 

53 

3' 

12" 

53 

3' 

13" 

52 

3' 

14" 

52 


Time Rate 

3' 15" 52 
3' 16" 51 
3' 17" 51 
3' 18" 51 
3' 19" 51 

3' 20" 50 
3' 21" 50 
3' 22" 50 
3' 23" 50 
3' 24" 49 

3' 25" 49 
3' 26" 49 
3' 27" 49 
3' 28" 48 
3' 29" 48 

3' 30" 48 
3' 31" 48 
3' 32" 48 
3' 33" 47 
3' 34" 47 

3' 35" 47 
3' 36" 47 
3' 37" 46 
3' 38" 46 
3' 39" 46 


Time Rate 

y 40" 46 
3' 41" 46 
3' 42" 45 
y 43" 45 
3' 44" 45 

3' 45" 45 
3' 46" 45 
3' 47" 44 
3' 48" 44 
3' 49" 44 

3' 50" 44 
3' 51" 44 
3' 52" 43 
3' 53" 43 
3' 54" 43 

3' 55" 43 
3' 56" 43 
3' 57" 43 
3' 58" 42 
3' 59" 42 

4' 42 

4' 1" 42 

4' 2" 42 
4' 3" 41 
4' 4" 41 


Time Rate 

4' 5" 41 
4' 6" 41 
4' 7" 41 
4' 8" 41 
4' 9" 40 

4' 10" 40 
4' 11" 40 
4' 12" 40 
4' 13" 40 
4' 14" 40 

4' 15" 40 
4' 16" 39 
4' 17" 39 
4' 18" 39 
4' 19" 39 

4' 20" 39 
4' 21" 39 
4' 22" 38 
4' 23" 38 
4' 24" 38 

4' 25" 38 
4' 26" 38 
4' 27" 38 
4' 28" 38 
4' 29" 37 


TIMED-WRITING TABLES 


When you finish a timed writing, locate 
on the appropriate table the number of 
words you typed. Opposite that number 
is your words-a-minute rate. 


2 MINUTES 


Words Rate 

Words 

i Rate 

Words 

Rate 

Words 

Rate 

Words 

Rate 

60 

30 

80 

40 

100 

50 

120 

60 

140 

70 

61 

31 

81 

41 

101 

51 

121 

61 

141 

71 

62 

31 

82 

41 

102 

51 

122 

61 

142 

71 

63 

32 

83 

42 

103 

52 

123 

62 

143 

72 

64 

32 

84 

42 

104 

52 

124 

62 

144 

72 

65 

33 

85 

43 

105 

53 

125 

63 

145 

73 

66 

33 

86 

43 

106 

53 

126 

63 

146 

73 

67 

34 

87 

44 

107 

54 

127 

64 

147 

74 

68 

34 

88 

44 

108 

54 

128 

64 

148 

74 

69 

35 

89 

45 

109 

55 

129 

65 

149 

75 

70 

35 

90 

45 

110 

55 

130 

65 

150 

75 

71 

36 

91 

46 

111 

56 

131 

66 

151 

76 

72 

36 

92 

46 

112 

56 

132 

66 

152 

76 

73 

37 

93 

47 

113 

57 

133 

67 

153 

77 

74 

37 

94 

47 

114 

57 

134 

67 

154 

77 

75 

38 

95 

48 

115 

58 

135 

68 

155 

78 

76 

38 

96 

48 

116 

58 

136 

68 

156 

78 

77 

39 

97 

49 

117 

59 

137 

69 

157 

79 

78 

39 

98 

49 

118 

59 

138 

69 

158 

79 

79 

40 

99 

50 

119 

60 

139 

70 

159 

80 


3 MINUTES 


Words 

Rate 

Words 

Rate 

Words 

Rate 

Words 

Rate 

Words 

Rate 

Words 

Rate 

90 

30 

115 

38 

140 

47 

165 

55 

190 

63 

215 

72 

91 

30 

116 

39 

141 

47 

166 

55 

191 

64 

216 

72 

92 

31 

117 

39 

142 

47 

167 

56 

192 

64 

217 

72 

93 

31 

118 

39 

143 

48 

168 

56 

193 

64 

218 

73 

94 

31 

119 

40 

144 

48 

169 

56 

194 

65 

219 

73 

95 

32 

120 

40 

145 

48 

170 

57 

195 

65 

220 

73 

96 

32 

121 

40 

146 

49 

171 

57 

196 

65 

221 

74 

97 

32 

122 

41 

147 

49 

172 

57 

197 

66 

222 

74 

98 

33 

123 

41 

148 

49 

173 

58 

198 

66 

223 

74 

99 

33 

124 

41 

149 

50 

174 

58 

199 

66 

224 

75 

100 

33 

125 

42 

150 

50 

175 

58 

200 

67 

225 

75 

101 

34 

126 

42 

151 

50 

176 

59 

201 

67 

226 

75 

102 

34 

127 

42 

152 

51 

177 

59 

202 

67 

227 

76 

103 

34 

128 

43 

153 

51 

178 

59 

203 

68 

228 

76 

104 

35 

129 

43 

154 

51 

179 

60 

204 

68 

229 

76 

105 

35 

130 

43 

155 

52 

180 

60 

205 

68 

230 

77 

106 

35 

131 

44 

156 

52 

181 

60 

206 

69 

231 

77 

107 

36 

132 

44 

157 

52 

182 

61 

207 

69 

232 

77 

108 

36 

133 

44 

158 

53 

183 

61 

208 

69 

233 

78 

109 

36 

134 

45 

159 

53 

184 

61 

209 

70 

234 

78 

110 

37 

135 

45 

160 

53 

185 

62 

210 

70 

235 

78 

111 

37 

136 

45 

161 

54 

186 

62 

211 

70 

236 

79 

112 

37 

137 

46 

162 

54 

187 

62 

212 

71 

237 

79 

113 

38 

138 

46 

163 

54 

188 

63 

213 

71 

238 

79 

114 

38 

139 

46 

164 

55 

189 

63 

214 

71 

239 

80 
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Contents 


TO REVIEW THE KEYBOARD 

Letter and word drills in the first unit review 
the entire alphabet. The next nine units are 
devoted to a review—through word and sen¬ 
tence practice—of each individual letter. Fig¬ 
ures, characters, and alphabetic sentences 
provide the practice material for the final 
units in this section. 


Drills for Each Key 

Alphabet and ;,. 1 

a, b, and c. 2 

d, e, and f. 3 

g, h, and i.4 

j, k, and I. 5 

m, n, and o. 6 

p, q, and r. 7 

s, t, and u. 8 

v, w, and x. 9 

y and z .10 

Figures and Characters.11 

Alphabetic Sentences .12 


TO BUILD RHYTHM AND ACCURACY 

This short section gives valuable training in 
typing adjacent strokes and reach strokes. 
The word practice focuses on specific letter 
combinations that need to be mastered and 
on the individual rows of the keyboard. Sen¬ 
tences are included to help build typing 
fluency with these strokes. 


TO CORRECT STROKING FAULTS 

Most of these units provide practice with 
three kinds of troublesome combinations: 
2-letter sequences (as ac, ch) from which 
one letter is often omitted. 

2 letters that, if they are close, tend to 
cause substitution errors (as a-e, d-c). 

2 letters often transposed (as a/h, g/n). 
The remaining units are devoted to ‘capitals. 

To Remedy Omissions, Transpositions, and Substitutions 


ac, ad, al, an, ar, as.17 

aw, a-e, a-h, a-s, a-z, a/h.18 

ba, be, bl, br, b/a, b/l.19 

ce, ch, co, cr, ct, c/a.20 

de, di, do, d-c, d-s, d/e.21 

d/n, ea, ex, e-a, e-d, e/h.22 

e/i, fo, f-r, f/o, ge, gl.23 

gr, g-t, g/n, hi, ho, h-n.24 

h/t, im, in, ir, it, i-e.25 

i-o, i-u, i/a, i/e, jo, ki.26 

kn, k-d, le, lo, ly, l-s.27 

l/e, l/k, l/o, me, mi, mp.28 

mu, m-n, m/a, na, ne, no.29 

nt, n/a., n/i, n/o, oi, ol.30 

on, or, os, ov, o-p, o/t.31 

o/w, ph, pi, pi, pr, p-o.32 

p/o, p/u, q-a re, ri, ro.33 

rt, ru, r-f, r-t, r/d, r/t.34 

sa, se, sh, si, su, s-a.35 

s-i, s-o, s/e, s/i, t-a, t-p.36 

t-r, t/a, t/i, t/u, uc, urn.37 

un, us, u/l, va, ve, vo.38 

v/e, v/i, wa, we, wh, w-s.39 

w/e, wi, w/o, y/o, y/t, ze.40 


Adjacent Stroke Drills 

Adjacent Strokes (words).13 

Adjacent Strokes (sentences).14 

Reach Stroke Drills 

Beach Strokes (words).15 

fesh SMes (sutuccs).16 


Drills to Improve Shifting 

Capital Letters (cities).41 

Capital Letters (names).42 

Capital Letters (paragraphs).43 
















































TO DEVELOP CONCENTRATION 

The specialized drills in this section have one 
common aim—to promote accuracy through 
absolute concentration on copy. The para¬ 
graphs that supplement the drills are de¬ 
signed for the same purpose and not for 
maximum typing speed. 


Concentration Drills 


Machine Manipulation 

5-column Tabulations. 

4-column Tabulations. 

Multi-column Tabulations. 

Tabulations of Numbers. 

Tabulations Stressing Numbers 

Carriage-Return Drills. 

Spacing Drills . 


Words for Concentration.44 Word-Division Practice . 

More Words for Concentration.45 

Paragraphs for Concentration.46 Using Punctuation Marks 


64 

65 

66 

67 

68 

69 

70 

71 

72 


Drills for Each Finger 

First-Finger Strokes.47 

Second-Finger Strokes.48 

Third-Finger Strokes.49 

Fourth-Finger Strokes.50 

Paragraphs Stressing Each Finger.51 

Special Characters and Numbers 

Characters and Numbers.52 

Paragraphs with Characters and Numbers.53 

Sound-alike Words and Related Contrasts 

Sound-alike Words.54 

Contrasted Words. 55 

Double Letters 

Double Letters (words).56 

Double Letters (sentences).57 

Double Letters (paragraphs).58 

One-hand Words .59 


Proofreader’s Symbols .73 


TO BUILD FAST STROKING PATTERNS 

' '■ ' ■ ■ ' . I 

The first two groups of units provide practice 
with high-frequency letter combinations and 
balanced-hand words. This material consists 
of words and sentences that will increase the 
typing rate. The remaining units consist of 
paragraphs of different lengths that can be 
used either for review practice or to measure 
typing speed. 


High-frequency Combinations 

a— and b—.74 

c—, d—, and e—.75 

e—, f—, g— and h—.76 

h— and i—.77 

k—, I—, m—, n—, and o—.78 

o— and p—.79 

p—, r—, s —, t—, and w—.80 


TO STRENGTHEN TYPING TECHNIQUES 

Into this section are grouped practice units 
that will develop mastery of specific typing 
techniques. Many involve machine opera¬ 
tions; others provide intensive practice in 
word division, the typing of punctuation 
marks, and rough drafts. 


Manual-Electric Change Over 

Manual to Electric (paragraphs).60 

Different Key Locations (drills).61 

Different Key Locations (sentences).62 

Different Key Locations (paragraphs).63 


Balanced-Hand Words 


Balanced-Hand Words .81 

Balanced-Hand Words (sentences).82 

Balanced-Hand Words (paragraphs).83 

Paragraph Writing 

Short Paragraphs.84 

Short Paragraphs.85 

Short and Long Paragraphs.86 

Long Paragraphs.87 

Long Paragraphs.88 

Long Paragraphs .... 

Alphabetic Paragraphs 


89 
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Make Yourself a Smoother, More Accurate Typist 


To improve your typing skill, you need to master 
the reaches and the stroke combinations that ac¬ 
count for most typewriting errors. Your work with 
this book will give you that mastery. 

As you work through the carefully planned units, 
you will find yourself overcoming hesitation and 
gaining typing fluency. Each drill has a specific pur¬ 
pose. Each drill grows out of a painstaking analysis 
of typing stumbling blocks. 

Glance over the Contents to see the scope of the 
practice material. Note how the units are grouped for 
effective work in the major aspects of typewriting 
skill. 

One unit makes one typed sheet. You follow a sim¬ 
ple practice pattern that does away with complicated 
directions. 

In the upper right corner of each unit you will find 
comments and suggestions to guide you in your work 
with the unit. Be sure to read them before you start 
to type. 

Turn to the next two pages to see how your fin¬ 
ished work should look. Familiarize yourself with the 
accompanying instructions. Then you are ready to 
start your personal program of typing improvement. 


How To Use This Book 

DAILY PRACTICE. Plan to type one unit every day. It is 
not necessary to take all the units in sequence. You will, 
however, benefit most by completing the review of the 
keyboard before you move on to specialized units. 

PERSONAL USE. Use the drills to meet your own typing 
needs. It’s easy to locate the practice material that will help 
you solve your personal typing problems. Turn to those 
drills to supplement your daily practice. 

REVIEW. Go back from time to time to units you have 
already typed and select a few lines for review practice. 
The Optional Practice material that accompanies each unit 
is ideal for brief reviews. 


Table of Letter Drills 

The numbering system used in 
TYPING FOR ACCURACY makes 
it easy for you to turn to any 
particular drill anywhere in the 
book. 

If you find yourself typing a 
letter incorrectly over and over 
again, take time to practice the 
reach until you have mastered it. 

The Table of Letter Drills tells 
you which drills provide the 
training that you need. 


PARAGRAPH WRITINGS. You will 
type paragraphs of two different 
lengths. A short paragraph contains 
7 lines of 12 words to a line—a 
total of 84 standard words. A long 
paragraph contains 14 lines of 12 
words to a line—a total of 168 
words. 

Until you are typing faster than 84 
words a minute, a short paragraph 
will be suitable for a 1-minute tim¬ 
ing, and a long paragraph will be 
suitable for a 2-minute timing. 

The primary purpose of the para¬ 
graphs is to reinforce specific typing 
techniques. Many paragraphs are 
consequently much too difficult to 
measure your normal typing rate. 
When you do take timed writings, use 
only the paragraphs with a word 
count at the right and a word scale 
at the bottom. 

YOUR TYPING RATE. When you 
finish a timed writing, note the word 
count at the end of the last full line 
you typed and add the words you 
typed in an uncompleted line. Then 
find your rate from the appropriate 
table. 

A self-timing table is also pro¬ 
vided. To find your typing rate, just 
locate on the table the time it takes 
you to type the paragraph or para¬ 
graphs you selected. 





Standard 

Instructions 


TYPING A TYPICAL UNIT. Most 
units in this book consist of 18 lines 
of words or sentences. Although the 
lines are grouped in different drill 
patterns, you will follow the same 
plan for your work. 

/ Use a full-size 8i/ 2 " by 11" 
sheet of paper. 

I/ Set the left margin stop for a line 
of 60 spaces. Move the right 
margin stop out of the way, so 
that the bell will not ring. 

/ Set the line space regulator for 
single spacing and space down 
one inch from the top of the 
sheet. 

/ Type each line twice with single 
spacing. Double-space after each 
two-line group. 


UNITS OF PARAGRAPH WRITING. 

When the unit consists of paragraph 
writing, type the copy line for line on 
a full-size sheet of paper. 

/ Set the left margin stop for a line 
of 60 spaces. 

/ Set the line space regulator for 
double spacing and space down 
one inch from the top of the 
sheet. 

/ Type the paragraphs with double 
spacing as one continuous arti¬ 
cle. Do not leave additional space 
between paragraphs. 

A FEW EXCEPTIONS. Follow the 
instructions given here for all units 
in the book unless you are told to 
make specific changes. 

You will always use a full-size 
sheet for a unit. When the copy is of 
a special nature, however—as tabu¬ 
lating drills or carriage return drills— 
some procedures will vary. 

Note: If you are going to hand in 
your work, be sure to show your 
name in the top margin of each 
sheet. 




;e accuracy of the story that 
Betsy Ross made the first Stars and Stripes from the sketch 
submitted by George Washington. Experts credit this design 
to Francis Hopkinson, one of the signers of the Declaration 

song "My Days Have Been So Wondrous Free.” His portrait is 
displayed in a room of the Pennsylvania Historical Society 

2 Representatives of the 13 British colonies in North America 
met as Members of the Continental Congress in Philadelphia, 
on July 4. 1776, in a building now called Independence Hall 
(formerly termed the State House), to adopt the Declaration 
of Independence. Among the signers were Benjamin Franklin, 
Thomas Jefferson. John Adams, and Robert Morris. Of these, 
both Adams and Jefferson were to be elected our Presidents. 

I A huge copper statue, given by France to the United States, 
known throughout the world as the Statue of Liberty, stands 
on Liberty Island in New York Harbor. This monument (which 
actually consists of sheets of copper hammered onto a steel 
framework), was designed by Frederic Auguste Bartholdi; the 
steel framework was designed by Gustave Eiffel, designer of 
the Eiffel Tower, in Paris. France presented the Statue of 
Liberty to the United States Minister in Paris in 1884, and 
it was sent to New York Harbor from Rouen, France, in 1885. 

It was formally dedicated on October 28, 1886. by President 
Grover Cleveland. A replica of the Statue of Liberty, cast 
by a French foundry, stands on a Seine River bridge. Paris. 

To make certain that the Statue of Liberty is maintained in 
splendid condition, we rely upon our National Park Service. 4 
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OPTIONAL PRACTICE. If time per¬ 
mits after you have completed a unit, 
type the Optional Practice that ac¬ 
companies the unit. This material 
will extend and review the training 
provided in the unit itself. 

When the Optional Practice con¬ 
sists of lines of words, use a half 
sheet of paper. Space down one inch 
from the top of the sheet. Type each 
line twice with single spacing. 
Double-space after the two-line group. 

Use a full sheet of paper when the 
Optional Practice is in the form of a 
paragraph. Set the line spacer for 
double spacing. Space down one inch 
and type the paragraph three times. 
Double-space twice after each typing. 

You can use many of the Optional 
Practice paragraphs for timed writ¬ 
ings. Remember, however, that the 
paragraphs were generally devised to 
develop certain skills and not to pro¬ 
mote maximum typing speed. 



Remedial Typing 


The following remedial program is a highly 
effective way to improve your accuracy. 

/ If you make an error in a word, type that 
word accurately three times. 

/ Then type three times the sequence con¬ 
sisting of the word before, the word itself, 


and the word after. (Disregard a word that 
is not on the same line.) 

y/ For a spacing error between words, type 
those two words properly three times. 

Note how the remedial work is done for the 
four errors illustrated below. 


Blanche quickly called her (cT of tor7 for the seasick ^childrem'j 
QBlnache) quickly called her doctor (for tKe^ seasick cKHdren. 


doctor doctor doctor her doctor for her doctor for her doctor for 
children children children seasick children seasick children 
seasick children Blanche Blanche Blanche Blanche quickly 
Blanche quickly Blanche quickly for the for the for the 








TO REVIEW THE KEYBOARD 


This section begins with letter drills and 
selected words to give you a quick review of 
the entire alphabet. The section ends with 
a unit of alphabetic sentences. 

The other units provide intensive practice 
on the individual keys. 

For each letter of the alphabet you will 
type two lines of words and four sentences 


in which that letter appears frequently. Most 
of the words are used again in the sentences 
to give you the benefit of repetitive practice. 

To help you concentrate on a few keys at 
one time, the practice pattern changes 
slightly for the figures and characters. 

Accompanying each unit is a paragraph 
that reviews the keys covered in the unit. 


UNIT 

1 


Alphabet and ;,. 


The keyboard drills and word practice in this unit 
are carefully planned to help you associate each 
letter of the alphabet with its keyboard location. 
Three punctuation marks are also included. 


H asd ;lk asd ;lk asd ;lk asd ;lk asd ;lk asd ;lk asd ;lk asd 

as; lass; lad; dad; sad; salad; Ada; Alaska; alas; all; add 

1-2 gtb hyn gtb hyn gtb hyn gtb hyn gtb hyn gtb hyn gtb hyn gtb 

gas has bay nab sat an bass banana bad stay data add at hay 


1-3 

frv jum 


frv jum frv jum frv jum frv jum frv jum frv jum frv jum frv 
jar mar Java far fray vat mat; guard rally Sally lard tardy 


1-4 

qwe poi 


qwe poi qwe poi qwe poi qwe poi qwe poi qwe poi qwe poi qwe 
able risk jump snow huge dive fray from quit pole wide quay 


1-5 


zxc 


zxc ., zxc ., zxc ., zxc ., zxc ., zxc ., zxc ., zxc ., zxc 
acre, bend, zero, coax, haze, came; Mr. or Mrs. Jones; Jan. 


1-6 


Review of 
alphabet 
in words 
and single 
sentence 


am an as at ax by go he if in is it me my no so to us up we 
act all and any art ask bag bar bee bid bin box can car cut 
day den did dye ear eat end err fad fed few fix get got gum 
had her hid him how ice ink ill ire its jam jaw job jog joy 
keg key kit let lie low may men met mix now not new old oak 
par pie put qua red rug rye saw she six son tax tea top toy 
try two use urn van via vie was wax wet why you yes yet zip 
Just give him exactly two sizes of packing tables required. 


TO REVIEW THE KEYBOARD 


Drills for Each Key 

Alphabet and;,. 1 




UNIT 



Each group of four sentences in this unit contains all 
letters of the alphabet. The same pattern is followed 
in the next eight units. While you work intensively 
with one key, you review the others. 


2-1 actress as away bag banana beans beneath brass canary dairy 
far had haul large plaque please said skate stage table tar 

2-2 Alison was pleased as she awarded a plaque to that actress. 
Barbara said that she had skated as far as the small plaza. 
Julia placed that canary in a brass cage beneath the stage. 
Xavier was eager to haul away today the large bag of beans. 


b 2-3 able about baby bay beets believe big blue boil borax boxes 

boy bring brother bubble bugle bulb cabin ebb rubber unable 

2.4 Beverly was able to buy about fifty of the big borax boxes. 
Emp has i s Ben believed he would be unable to squeeze the rubber bulb. 

Jack remembered to bring those bats and balls for the boys. 
Phoebe had boiled the beets for her brother in a blue bowl. 


2_5 cake candy chest children city clean cloud cocoa cover deck 
doctor expect hectic picnic sick soccer spice tackle wrench 


2-6 Blanche quickly called her doctor for the seasick children. 
Grace could have served cocoa and coffee with spiced cakes. 
Cecelia just decided to clean all six blazers in the chest. 
My city cousins had picked a cloudy day to hold the picnic. 


OPTIONAL PRACTICE 

2-X Cabbage is among the most familiar garden vegetables in the 12 
Review of world. A cabbage plant is so hardy that neither great heat 24 

a, b, and c 

nor cold weather can affect its growth. Raw cabbage can be 36 
eaten as salad; cabbage that is boiled or steamed is almost 48 
always eaten hot. When cabbage is cut, salted, and allowed 60 
to ferment, it becomes sauerkraut. Cabbage is an excellent 72 
source of vitamins and is considered to be low in calories. 84 
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UNIT 



Diligent practice on these words and sentences 
will increase your mastery of the d, e, and f keys. 
Remember, too, that you are reviewing the entire 
alphabet when you type each group of sentences. 


Emphasis 
on d 


Emphasis 
on e 


Emphasis 
on f 


3-1 acquired adjusted decided dials diary donated dreaded field 
hold radio radish sandwich seldom send shocked soldier wind 

3-2 Davida decided to send some sandwiches to the old soldiers. 
Donald just acquired a dozen red diaries for sixty dollars. 
Delbert was delighted to plow the field and plant radishes. 
Dwight was seldom shocked when he adjusted the radio dials. 

3-3 deliver desk eager engine expert express green her inquired 
jeweler prize receive reserve several steel sixteen tempest 

3-4 We have delivered the prized emeralds to an expert jeweler. 
Eve inquired when to reserve a seat on the evening express. 
Stephen had just received sixteen steel engines by freight. 
Ethel eagerly washed out several green smudges on her desk. 

3-5 farmer few fifteen fig finish five fix for forgot free from 
freezer freight frequent fudge furniture of office uniforms 

3-6 Frank finished packing four boxes of figs before nightfall. 
Few expected my office furniture to arrive by fast freight. 
Alfred forgot to fill fifteen jars of fudge for the farmer. 
Quincy frequently refused to fix five of our freezers free. 


OPTIONAL PRACTICE 

3-X When commodities on hand exceed the demand of those who buy 12 

Review of these items, prices tend to fall, and a deflation cycle has 24 

d, e, and f 

taken hold. Because retailers and wholesalers need less of 36 
their products to sell, factories make less of these goods. 48 

Employees are laid off, the funds they use for spending are 60 

dwarfed, and they buy less; even the food and apparel sales 72 
drop off. Yet deflation and inflation are economic cycles. 84 
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Two of the keys that are included in this unit— 
g and h —appear side by side on the keyboard. Those 
same letters frequently appear side by side in 
words—in such words as light, night, and eight. 


Emphasis 
on g 


Emphasis 
on h 


Emphasis 
on i 


4-1 algebra big bring exchange geography given girl gold groggy 
huge large night quagmire ring through tonight wags walking 

4-2 Just bring large pads for the big quiz to be given tonight. 
Georgia gave all girls huge books on algebra and geography. 
Gregory got groggy walking through the quagmire in the fog. 
Mignon quickly exchanged that gold ring she got last night. 

4-3 eight exchanged foghorn hazy hangers hedge lighthouse night 
pharmacist reach shear ship shipping thirty these the wharf 

4.4 Vaughan quickly sheared eight inches off these high hedges. 
The pharmacist hired a shipping clerk to help him at night. 
Wright just exchanged a box of hangers for thirty shingles. 
The foghorns help a ship reach the lighthouse on hazy days. 

4-5 coins did divide fine five fix hinge hire his into musician 
piece platinum principal prize require specialist this tiny 

4-6 The musician hired a specialist to fix this violin tonight. 
William did divide his platinum wire into nine tiny pieces. 
The principal gave him his prize of just five silver coins. 
Kirby will now require six dozen of his finest iron hinges. 


OPTIONAL PRACTICE 

4 -X Lighthouses, equipped with various signaling devices, guide 12 
Review of navigators at night with strong light beams, and alert them 24 

g, h, and i 

to the existence of dangerous channels near the shore. The 36 
modern lighthouses also have foghorn attachments, which can 48 
guide ships when the weather is hazy. Machinery that emits 60 
automatic signals receives its electricity from underground 72 
cables which connect with stations positioned on the shore. 84 
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UNIT 



The three home-row keys in this unit are all struck 
with the right hand. Although that hand will get more 
than normal use, you will be practicing the entire 
alphabet in each group of four sentences. 


Emphasis 
on j 


Emphasis 
on k 


Emphasis 
on I 


5-1 jade jam jar javelin jaw jealous jewel jeweler jockey major 
object project sojourn subject reject rejoice rejoin unjust 

5-2 Jockeys were justified in objecting to jumping in the haze. 
Jay quickly objected to six major projects on this subject. 
A jealous jeweler hid a jade jewel he got on a jungle trip. 
The judge jarred his jaw when he jerked the jammed javelin. 

5-3 ask bake broken broker cake cookies doorknob dark ink joked 
mackerel nickel park pickle quick skill trunk weekday works 

5-4 Kevin quickly packed the nickel doorknob in a broken trunk. 
Kate liked to pickle mackerel and to bake cake and cookies. 
Kirk asked four skilled workers to mix dark and light inks. 
Keith joked when he quizzed the brokers about weekday work. 

5-5 almost also apples bushel clock clog hotel large load loose 
less like log low maple old place pool scroll several would 

5-6 A large load of some loose maple logs almost clogs my pool. 
Joel would like you to quote a low price on the old scroll. 
Leon sold less than a dozen bushels of apples to the hotel. 
Lane also told us to place several glass clocks in the box. 


OPTIONAL PRACTICE 

5-X A jackal is a wild animal looking like a wolf but belonging 12 
Review of to the dog family. Furs of the jackal range in colors from 24 

j, k, and I 

yellow to red to black. It is its body and bushy tail that 36 
make the jackal look just like a wolf. As the day darkens, 48 
the jackal likes to travel in packs and hunt for food. Its 60 
howling could alarm and shock animals and people alike, but 72 
the jackal is cowardly. No jackals are found in this land. 84 
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This unit will give you valuable practice in making 
first-row and third-row reaches with your right hand. 
Concentrate on trying to improve your skill in typing 
m, n, and o. 

m 6-1 attempt company enormous film home jump manage meant monkey 
month more morning move moving my name summer tame tomorrow 

6-2 Mark may spend more than a month moving into a summer home. 

Emphasis 

onm James may attempt to tame jumping monkeys tomorrow morning. 

Be quick to name the men and women who manage this company. 
Max meant to move most of my film into an enormous freezer. 

n 6-3 and aunt bench bonbon contract dozen engine examine instead 
month now paint quantity send shine unfastened varnish when 

6-4 Sign the contract now to send us one dozen engines a month. 

Emphasis 

onn Ann handed her aunt a quantity of honey instead of bonbons. 

Paint the bench green and then varnish it to make it shine. 
Neil examined the thin links and then just unfastened them. 

o 6-5 about box broke coil cost dollar forty from iron low notice 

oil oozing outdid over point prove quote radio record those 

6-6 Otto noticed some motor oil oozing from those wooden boxes. 

Emphasis 

°no You outdid yourself to prove your point about those radios. 

Boris quoted you our lowest dollar cost on most iron coils. 
Joseph should throw out over forty of those broken records. 

OPTIONAL PRACTICE 

6-X When money is mentioned, one thinks in terms of coins or of 12 
Review of paper; when currency is mentioned, coins, government notes, 24 

m, n, 

ando and bank notes are involved. In almost every nation, money 36 
is employed as an exchange medium. This means that it will 48 

be honored in payment for items one buys now, in payment of 60 

an account due for items previously bought, or for repaying 72 

a loan. Governments have the right to mint or print money. 84 
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UNIT 



Do third-row reaches with your little fingers tend to 
slow you down? Concentrate on the reaches to p and 
q until you are making them smoothly. The letter r in 
this unit is also on the third row. 


Emphasis 
on p 


Emphasis 
on q 


Emphasis 
on r 


7-1 drop equip nephew paper patients pebble pepper place plates 
plenty purchase pumpkin puzzle special spices supper triple 

7-2 My nephew had expected to purchase pumpkin pies for supper. 
Paula dropped plenty of pepper and other spices in the pot. 
Joseph was puzzled by purple pebbles placed in the pottery. 
Peggy should equip five patients with special paper plates. 

7-3 acquiring cumquat earthquake liquefy quaint quantity quartz 
quickly quit quiver quotation request require squash unique 

7-4 Quincy quit after quickly acquiring a squash and a cumquat. 
Do liquefy the sixty bars of quaint soap you had requested. 
Several unique earthquakes caused the aged queen to quiver. 
Quinn will require quotations on quantities of quartz jars. 

7-5 agree baker bread corn deliver different every extra freeze 
grower her neighborhood orange our prepare resort rolls try 

7-6 Jerome quit trying to trade your extra trucks for tractors. 
Orange growers in our neighborhood prepared for the freeze. 
Her baker agreed to deliver rolls and corn bread every day. 
Robert travels by train to a different resort every winter. 


7-X 

Review of 
P,q, 
and r 


OPTIONAL PRACTICE 

The equator is a circle that separates the northern and the 
southern parts of this planet and, consequently, divides it 
into two equal parts that are called hemispheres. Although 
the equatorial circle is imaginary, those torrid areas that 
overlap both north and south of the equator for hundreds of 
miles are quite real. The broiling heat and the ample rain 
help in the growth of tropical hardwoods and rubber plants. 


- 1 - 2 - 
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TO REVIEW THE KEYBOARD 


for Each Key 

p, q, and r 


12 


24 


48 


72 


84 





UNIT 



You may find the copy in this unit a little easier and 
faster than some of the copy you have been typing. 
Continue to concentrate! Remember that each sentence 
group contains every letter. 


Emphasis 
on s 


8-1 


8-2 


Emphasis 
on t 


8-3 


8-4 


8-5 


8-6 


Emphasis 
on u 


almost carvings easily glass has most salad salesman salmon 
sample save sent sled snow snowplow storms superb these use 

Almost any similar salmon salad should amaze these waiters. 
Jessie saved a few glass samples sent her by this salesman. 
Most skilled snowplow squads use such a sled in snowstorms. 
Wesley usually washes and waxes the superb carvings easily. 

attract buttering citizen exact little peanuts pretzel quit 
salting state store subject teach the these tutor vegetable 

Tell these tutors to state exactly the subjects they teach. 
Katherine returned thirty pecks of vegetables to the store. 
Thelma quit buttering the peanuts and salting the pretzels. 
The citizens tried to attract tourists to this little town. 

because build cultivating fixture fruit humidity particular 
plumage plumbing quetzal rulings suit umpire unusual urgent 

This humidity is particularly suited for cultivating fruit. 
Julius urged us to study the rulings issued by our umpires. 
Kurt had bought the quetzal because of its unusual plumage. 
Paul supplies our builder with the usual plumbing fixtures. 


OPTIONAL PRACTICE 

8-X Saturn, the planet with rings, is the second largest in the 12 
Review of solar system. Its rings are actually minute particles that 24 
S,t ’ andU once were fragments of its satellites. Saturn is comprised 36 
of much lighter matter than that of this planet, but it has 48 
a surface area eighty times that of the earth. Although it 60 
seems unusual, that giant planet could float in water. Its 72 
atmosphere, according to scientists, is without any oxygen. 84 
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The words and sentences in this unit will keep your 
left hand busier than usual. They have been carefully 
prepared to help you gain both skill and confidence 
in your typing of v, w, and x. 

arrive cave divers every evening invite heavy movie preview 
quiver relatives seven vacant valley van view villa village 

Vivian puzzled the visitors with the preview of that movie. 
These divers arrived in the village by seven every evening. 
Vera quivered as six heavy vans moved into the vacant cave. 
Kevin just invited relatives to view a villa in the valley. 

away bowl flowers grow know squawk swept tweezers two wagon 
want watch waves waxweed weather welder well when why wrist 

We wondered why the welder used both tweezers and a wrench. 
Whitney squawked when the waves swept away his wrist watch. 
Jack wanted to put two more bowls of flowers in this wagon. 
Winthrop knows that waxweed will grow well in that weather. 

anxious coax excitement exhibit expect expert explain extra 
galaxies juxtaposition luxury next onyx six taxes xylophone 

Dixie expected excitement about six extra textile exhibits. 
Xavier anxiously coaxed these experts to fix his xylophone. 
Rex was quizzed about luxury taxes on the black onyx boxes. 
Max next explained the juxtaposition of two large galaxies. 

OPTIONAL PRACTICE 

9 -X To resolve to understand about waves perplexes or bewilders 12 
Review of us if we are not experts. We have waves when any substance 24 
and'x travels through some medium. For example, sound waves will 36 
travel through a wall, water waves will travel via any body 48 
of water, while light waves will travel through space. The 60 
expert physicist can solve exact wave velocity. All axioms 72 
that do involve waves are explained explicitly and vividly. 84 
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9-1 


9-2 

Emphasis 
on v 


w 9-3 


9-4 

Emphasis 
on w 


9-5 


9-6 

Emphasis 
on x 





UNIT 

10 


y and z 


Note the alphabetic sentences in section 10-5. Type 
each complete two-line sentence with single spacing; 
then double-space and type that sentence again. 
Double-space between two-line sentences. 


y 10-1 actually analyze buy buyer confectionery county noiselessly 
oxygen pulley quickly supply today trying yarn yellow young 


10-2 Your young confectionery buyers actually arrived yesterday. 

Emphasis 

ony Harry may hurry today to fix the pulley for an oxygen tank. 

Analyze your supply of yellow yarn before trying to buy it. 
Sidney journeys to the next county quickly and noiselessly. 


z 10-3 amaze bazaar bizarre doze dozen daze dazzle galvanized gaze 
maze memorize nozzle prize puzzle quiz stanza wizard zircon 


10-4 Hazel dozed after memorizing a dozen stanzas for that quiz. 
Bizarre zircon jewelry dazzled these zealous prize winners. 
A maze of pathways in the bazaar puzzled this dazed wizard. 
Zeke was amazed as he gazed upon six nozzles he galvanized. 


10-5 

Alphabetic 

sentences 


Just some extra effort and zeal quickly helped five typists 
regain both accuracy and speed when they typed the letters. 


Jonquils and azaleas are among various plants they may show 
at the fair next week sponsored by the chamber of commerce. 


The lucky jobber proved he quoted us four dollars less on a 
dozen cases of oxygen bottles ordered from his firm weekly. 


OPTIONAL PRACTICE 

10-X A complex substance that can catalyze, or speed up, certain 12 
Review of chemical changes is known as an enzyme; actually, then, any 24 
enzyme is a catalyst. Enzymes are so amazingly specialized 36 
that a particular enzyme will catalyze only one distinctive 48 
substance, or only the substances that are closely related. eo 
Proteins, changed by enzymes into peptone compounds, become 72 
easy to digest. Some chemically synthesized enzymes exist. 84 
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Drills for Each Key 

TO REVIEW THE KEYBOARD y and Z 10 




UNIT 

11 


Figures and Characters 


The drills in this unit require an unusually large number 
of reaches to the top row and extensive use of the 
shift key. You can't hope to maintain your best speed. 
Concentrate on accuracy. 


11-1 23 890 23 890 23 890 23 890 23 890 23 890 23 890 23 890 238 

23 890 

23 owls; 890 fields; 38 pans; 92 bushels; 29 maps; 30 panes 
December 8 we ordered 20 dozen of Item 389 in your catalog. 

11-2 45 671 45 671 45 671 45 671 45 671 45 671 45 671 45 671 451 

45 671 

45 towels; 671 orders; 56 bowls; 74 corks; 47 keys; 51 ties 
There were 6,147 votes for it; only 1,657 voted against it. 


11-3 2" 3# 8' 9( 0); 2@ 8" "2 #3 '8 (9 )0; @2 #83 (57) 15’11" 

"paid"; #357; it's; (68); #6; 4'; can't "cancel"; #47; I’ll 
Be sure to use the (#) after numerals to indicate "pounds." 
The (') indicates possession: men's hats; ladies' dresses. 

11-4 4$ 5% 6_ 7& 8* $4 %5 _6 &7 *8 39% $429 (57) 

$40; 37%; fragile ; Jones & Co.; 83*; make-up; $125; 5%; 184 
Deduct the usual 25% from our order No. 95-A for $1,385.96. 
Abel-Clark & Company prints the (*) after any reduced item. 

11-5 0@ /?; 2@ /?; @0 ?/; @2 /?; why?; 7/8; 1| @ 8^0 

— (cu 

2-g- acres; 1^ miles; 15 @ 40; where?; 300; 2/10, net 30; 380 
^ / Will 9-^ dozen @ 80 each cost more than 12^ dozen @ 60 each? 

Use the diagonal (/) for fractions not on your typewriters. 


OPTIONAL PRACTICE 


11-X 


Contains 

every 

letter, 

character, 

and 

figure 


Add 1/3 plus 5/6 plus 1/2. Jones & Quinn make these items. 
Cancel our order #68-X of May 9; our revised order follows. 
On June 9 please ship 5-g- dozen made-to-order hats, size 
The "Morning Star" (a weekly) has a circulation of 147,580. 
Add the following: $25.20, $136.75; $2,158.25, and $27.54. 
Did 75% vote? Sell 340 @ 640 each. Omit the asterisk (*). 
Use the underscore for emphasis. Buy 12-^- acres. It's due. 


TO REVIEW THE KEYBOARD 


Drills for Each Key 

Figures and Characters 11 




UNIT 



Alphabetic Sentences 


Every sentence in this unit contains every letter of 
the alphabet. When you have finished the unit, you 
will have typed every letter at least 36 times. On 
which letters do you need more practice? 


12-1 Six jolly men are quickly operating a few heavy bulldozers. 
I just sent back oxygen equipment of the size we delivered. 
We just helped a very quiet man to fix the crackling blaze. 

12-2 Five wobbly jockeys fixed the four gleaming bronze plaques. 
Jay quickly traps five extra owls a month during blizzards. 
A few very puny game squirrels dozed in that jet black box. 

12-3 New jackets of my next book provide logarithms plus a quiz. 
Do quiz just two more of eight executives on back pay only. 
We quickly examined very pale azure flowers in the big jar. 

12-4 The conquered men joked and publicly waved six dozen flags. 
The proud woman quickly bought just five extra zoo tickets. 
Give a big quiz just for a student who expects early marks. 

12-5 In a room below six crafty judges provoke the amazed queen. 
Quickly a strange silver fox jumped between the zoo fences. 
Two jobbers quickly analyzed the pecks of mixed vegetables. 

12-6 The amazed boy mixed equal parts of juice and weak vinegar. 
High zinc expense very quickly bankrupted a famous jeweler. 
Have wizards examine a black copy of the huge antique jars. 

OPTIONAL PRACTICE 

12-X Except for the frigid zones, flowers grow almost everywhere 12 
Alphabetic in the world. They vary greatly in size, shape, and aroma. 24 
paragraph j n ac jdition to their ornamental and artistic value, flowers a« 
are utilized in making medicines, perfumes, and in cooking. 48 
While there are some exceptions, most flowers have stamens, &o 
petals, and sepals. Flowers with unusual names include the 72 
blazing star, snowdrop, foxglove, jonquil, and bittersweet. 84 
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Drills for Each Key 

to review the keyboard Alphabetic Sentences 12 




TO BUILD RHYTHM AND ACCURACY 


Reach strokes and adjacent strokes both the most experienced typists. Don’t strive for 

tend to break typing continuity. They are thus top speed when you are doing reach-stroke 

the frequent cause of errors. practice. 

The drills in this section have been care- When you are typing the adjacent-key se- 

fully devised to help you avoid problems with quences, remember that your goal is to type 
these bothersome sequences. them rhythmically and fluently. The reaches 

Reach-stroke combinations are often diffi- frequently give trouble only because they 

cult to type, and they tend to slow down even cause a change of pace. 


Typing errors often occur when stroke sequences 
involve adjacent keys. Your practice in this unit will 
help you to prevent those errors. This unit also includes 
all letters of the alphabet. 

as/sa 13-1 ask sad basic usage alias visa ash sag mask psalm bias mesa 
sd/ds misdeed sudsy disdain folds misdirect hands misdeal handsaw 

df/fd dreadful serfdom windfall fodder handful finder mindful fad 

ik/kl 13-2 alkali kale bulky buckle elk tinkle talk ankle silky tackle 
we/ew weigh pewter lower beware awe few wedge fewer swerve reward 
er/re erase remit alert press alter store ermine retire clerk are 

rt/tr 13-3 artist trim north strap sport extra artery trot party entry 
po/op port open spoil copper depot shop pole opera upon chop pond 

oi/io oily iota coil lion borzoi radio oilcloth iodine join folio 

iu/ui 13-4 genius ruins radius quiz triumph juice radium cruise podium 
uy/yu buy yucca buoy young fury bayou duty youth duly yours dusty 

xc/cx exact coaxial toxic crux excel complex exchange coax excuse 

cv/vc 13-5 cave vacant active evict receive avocado carve havoc octave 
mn/nm minor unmask remind unmailable autumn synonym minute enigma 
vb/bv verb obvious proverb obverse valuable bivalve visible brave 

gh/hg 13-6 gherkin change roughly huge bough shag ghastly hinge caught 
ty/yt typist python style daytime jetty myth tyrant rhythm stylus 

bn/nb beneath unbiased beaten inbred suburban inborn band sunburn 



TO BUILD RHYTHM AND ACCURACY 


Adjacent Stroke Drills 

Adjacent Strokes (words) 13 




Even experienced typists often have trouble with 
adjacent-key sequences. Conscientious practice on 
these sentences will help you to meet this challenge 
to accurate typing. 


14-1 Ask him if you can buy the handsaw to trim the extra wedge. 

Unit 14 

contains all That clerk just removed the dusty oilcloth from the podium. 

letters of 

the alphabet Exchange their copper hinges before you buy eighty buckles. 

14-2 A windstorm caused dreadful havoc to this suburban bindery. 
The typist made it her duty to find several exact synonyms. 
It is obvious that you might pour lotion over your sunburn. 

14-3 Use the exact recommended amounts of the alkaline cleaners. 

He should remind his daughter to buy heavier pewter dishes. 
We asked a tailor to alter all of her imported red jackets. 

14-4 He required thirty minutes to memorize the lengthy proverb. 
The jockey obtained a jack to repair the tires on her cars. 
Three huge granite rocks covered the western cave entrance. 

14-5 A handful of brave youths removed that python from a jetty. 

The genius offered excuses for failure to complete quizzes. 

The grocery store features gherkins and avocados this week. 

14-6 Her letter is unmailable because of too many abbreviations. 
Your teacher will discuss verbs and adverbs in class today. 
He used a variety of colored chalk to illustrate his point. 

OPTIONAL PRACTICE 

14 -X The diners hoped that some special salad would be served to 12 

Alphabetic the brave couple at the corner table. Because they involve 24 

paragraph th0 typing of adjacent strokes, the underscored words often 3 « 

are the cause of considerable difficulty to our typists. A 48 

high trail unfolds an excellent view; a lower, easier trail M 
fails to bring much delight. Wednesday our weekly magazine 72 
is expected to feature her unique poems on the front cover. 8 4 
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Adjacent Stroke Drills 

to build rhythm and accuracy Adjacent Strokes (sentences) 14 





UNIT 



These drills will help you master sequences that tend 
to cut typing speed. Each of the first three groups 
reviews the alphabet. Each of the last three groups 
consists of one-hand words. 


15-1 


Words that 
start on the 
home row 


15-2 

Words that 
start on the 
first row 


15-3 

Words that 
start on the 
third row 


15-4 


Words that 
start on the 
home row 


15-5 

Words that 
start on the 
first row 


15-6 

Words that 
start on the 
third row 


15-X 

Each stroke is 
a reach stroke. 


foam diamond sail golden lease dinner kale lack jacket fail 
sale analyze law axle hale javelin favor daytime seal album 
ledger kept hazy juice flood diploma sparkle squirm lenient 

zone xylophone convex banquet view notice mural night mixer 
mailbox nutmeg bouquet victory vacuum zeal neither clarinet 
vanish magnet marble verify banjo melody zoom necktie maxim 

quiz weekly enjoy roam taxi yacht umpire icy obvious plenty 
quality when echo ripen thick yield utmost iota ought proof 
quiet window editor rock talk yawn utensil image outgo play 

saw hum few join axe lip gear hop daze hymn drag junk start 
fact kink scar join face kiln state lymph grade hominy lion 
swab doll gate holly acted link serve lump stage limp award 

cat mop vat noun vest noon crab nook beef mill cage my vast 
barters nylon brew minimum crew monopoly cedar milky career 
care mull verse nip crease mink beard moon zebra null brass 

eve ill tax oil red pin web pun tar ohm tea pool rest onion 
ever yolk wave upon wage inky west pull edge pump raft pony 
waste puny exact polo extra pink trace union tweezers imply 

OPTIONAL PRACTICE 

money cozy oxen continent economic exit ironic monitor none 
citizen proxy convince ivory empty motive extinct numb obey 
box time enemy imprint memento orbit picnic victim vex move 
zinc exit burn toxic cube envy improvement memorize proverb 
neon zone century even income microbe nine enzyme next ruby 
civic curve event invent mimic onyx exempt town unique vein 
inventory rice woven wiry vent tonic queue prize prime unit 

Reach Stroke Drills 

Read Strokes (words) 15 


TO BUILD RHYTHM AND ACCURACY 




UNIT 

o 


16 


Reach Strokes 
(sentences) 


In typing these sentences, strive for accuracy rather 
than speed. Every word in this unit contains one or 
more reach strokes. The unit also includes all letters of 
the alphabet. 


16-1 Its axle broke when my car hit the big rock on the highway. 
Be sure to include correct postal zones on these envelopes. 
My lawyer analyzed its content before the lease was signed. 

16-2 My algebra instructor did not want to give her weekly quiz. 
It is obvious that they strive to maintain quality control. 
Use the sharp knife to carve ornaments in the cedar panels. 

16-3 I could recognize the outline of the yacht in the hazy sky. 
The county zoo wants to acquire two lions and three zebras. 
They intend to serve tomato juice instead of orange slices. 

16-4 Our editors must verify those notices prior to publication. 
It is possible that our firm may omit its picnic this year. 
My unique invention helped to solve some of their problems. 

16-5 Convince him that it would be better to memorize the poems. 
The governor of this state may have to veto both tax bills. 
He wants to buy rebuilt vacuum cleaners at our spring sale. 

16-6 Every citizen in the county must be shown how to economize. 
That team is invited to attend the victory banquet tonight. 
You must exercise maximum care when you are using tweezers. 


OPTIONAL PRACTICE 

16-X into the; in their; by it; by next week; to the; might not; 

This drill they have not; in my; whether or not; which were; on these; 

emphasizes 

reach strokes. they could not; in my opinion; expect to be; which must be; 

from month to month; in our; next to the; to it; much more; 

which you think; in the morning; by which; too much; in it; 
very much; when you; they might; in our letter; next month; 
next week; we do not; which would; your inquiry; you think; 


TO BUILD RHYTHM AND ACCURACY 


Reach Stroke Drills 

Reach Strokes (sentences) 1 6 




TO CORRECT STROKING FAULTS 


Analyses of thousands of typewriting errors 
reveal definite error patterns. The 24 reme¬ 
dial units in this section provide drills to 
correct—and prevent—those errors. 

The omission of one letter occurs with 
above-average frequency in typing certain 
two-letter combinations. There are drills for 
those “high-risk” combinations (as ac, ad). 

Drills labeled with two letters separated 


by a hyphen (as a-e, a-h) are substitution 
drills. They are included here because substi¬ 
tution errors are often made when those two 
letters are close together. 

Drills for letters that are often transposed 
are indicated by the use of a diagonal be¬ 
tween the letters (as b/a, b/l). 

The final units in this section will help add 
to your skill in shifting for capitals. 


UNIT 


ac, ad, al, an, ar, as 


In this unit your practice will be devoted entirely to 
two-letter combinations that start with the letter a. Be 
especially careful of your stroking when both letters 
are typed with the left hand. 


ac 


ad 


al 


an 


ar 


as 


17-1 exactly lack trace crack packed replace transact pace peach 
accent actual acute cracker jacket almanac cardiac sac tack 
actor acme replace fact facility face fraction acid teacher 

17-2 trade cadet shad granddad salad sad radium haddock persuade 
add admire nomad shade admit fade had adult admit jade glad 
leader road advance advertise lemonade evade trade graduate 

17-3 also talking finally called practically shall local musical 
asphalt balmy salve shale scald chalk halt album alike calm 
algebra gale alive balance alligator wholesale allow almond 

17-4 and abundant woman advance expand candy announce demand can 
banana manager planning man finance brand began ran planted 
loan entrance hand dean plane lean pane command chance mean 

17-5 aware depart hard boulevard wharf embark start article vary 
square around guard compare farmer alarm arouse barrel star 
dark bazaar argue arch spare regard large remark park arena 

17-6 ash task sarcasm clasp grass forecast paste ascend assembly 
asleep was aspire has easier asparagus measure assort waste 
measured assume cash grasp cast haste taste contrast assent 

To Remedy Omissions, Transpositions, and Substitutions 

ac, ad, al, an, ar, as \7 


TO CORRECT STROKING FAULTS 




Note that in group 18-3 you will be typing words 
that contain the letters a and h in that order but 
always separated by at least one other letter. The 
words in 1 8-6 contain the combinations ah and ha. 

aw 18-1 aware away flaw thaw draw shawl law crawl awe claw jaw gnaw 
await saw drawn award straw dawn awaken paw awoke lawn pawn 
awhile brawn sprawl awards strawberry awkward jigsaw awning 

a-e 18-2 are garage agency care stage make exhale chase debate erase 
replace fade partake wage square ate gave plate engrave age 
glaze fame phrase grade kale orange name scrape glare arena 

a-h 18-3 teach cash thatch gather wash ache machine adhere telegraph 
squash yacht anyhow achieve paragraph sapphire laugh attach 
ash graph ratchet abhor catcher each watchman rather awhile 

a-s 18-4 absolute aisle wraps capsize sparse lanes gearshift mishaps 
absent guitars also capsule stars answer harsh adds austere 
elapsed abstract spares absurd marshy taxes radish majestic 

a-z 18-5 gauze atomize zodiac emphasize zealous alkalize specializes 
maize quartz realize dramatize zebra standardized harmonize 
trapeze vaporizing zonal organize authorize adz familiarize 

a/h 18-6 habit ahead haircut channel that hardware shallow hat rajah 
had shape halibut chain hurrah halt chapel handbag champion 
character ahoy harmless chair chaos that channel thanks has 

OPTIONAL PRACTICE 

ab 18-X cabinet label about fabric tablets abandon able rabbit grab 
ai aim stair curtail airplane campaign aisle mail sprain avail 

am came dream damp ambitious yam blame amend am tame slam ream 

ap maple appear cap strap grape perhaps apron aptitude apology 

at nation chat combat date mathematics lately plate create hat 

au aunt applause autumn because autograph bureau pause auction 

a-d and wander stand audit scald wand commander paid understand 

To Remedy Omissions, Transpositions, and Substitutions 

aw, a-e, a-h, a-s, a-z, a/h 18 



TO CORRECT STROKING FAULTS 




UNIT 

19 


ba, be, bl, br, b/a, b/1 


Every word in 19-1 contains the bo combination, but 
in 19-5 the words alternately contain ba and ab. 
Similarly, the words in 1 9-3 contain b/, and the words 
in 1 9-6 contain either bl or lb. 


ba 


be 


bl 


br 


b/a 


b/i 


a-o 

a-t 

a-u 

a/c 

a/m 

a/s 

bo 


19-1 bank badge banquet battalion football bay badly debate bark 
barrier probably bamboo backlog balance tuba balanced baton 
baseball abandon band banana ballot bandage balcony bargain 

19-2 belt before beautiful tube robe beacon beat bee somber bead 
maybe describe begin bear lumber behave cube beaver because 
beach amber subscribe tribe probe begrudge behalf bent been 

19-3 able blister blank pebble blare bleach hobble blizzard blue 
enable blaze blanket treble bleak block cable dribble bloom 
table squabble blink blueberry unable trouble blade blunder 

19-4 break bracelet branch umbrella brilliant brother zebra brag 
abridge brush bronze cobra brighten briefcase abrupt broken 
brusque fabric brittle abroad breathe braille bristle brief 

19-5 back tabular rebates payable bachelor above baggage abolish 
baby abound badge ability baking disable balance habit ball 
balcony aboard backward table basket usable ballot able bay 

19-6 bulb double albino unable elbowroom blue albumin perishable 
albacore blunder album profitable mailboxes marble fullback 
jumble wheelbarrow blink mailbag liable wallboard divisible 

OPTIONAL PRACTICE 

19-X abode among rayon about shadow acorn labor above ambassador 
actor contact waste exact trait react salt subtract pennant 
abundant aluminum amuse acute assume adult insulate educate 
sack came acid scarf stack careful accurately carry shellac 
same made name example maintain amount small stamps diploma 
lease same easy sack class safeguard clasp salad sat asleep 
board boiling bother jumbo border above boulder harbor book 

To Remedy Omissions, Transpositions, and Substitutions 

ba, be, bl, br, b/a, b/l 19 


TO CORRECT STROKING FAULTS 




In this unit every word group except the last one 
consists entirely of words that contain a specific 
two-letter combination starting with c. In 20-6 you 
will type words that contain either ca or ac. 

ce 20-1 cease scenery replace price produce reduce ceremony ceramic 
celery induce twice acceptance sacrifice scene nicely ocean 
iceberg place acetate spruce celebrated ceiling accept rice 

ch 20-2 check touch teach schedule choose enrich achieve match such 
scheme purchase catch chorus chemical watch stretch scholar 
march teacher ratchet chain children dispatch which cherish 

co 20-3 coach income conceal scold acorn corporal council collected 
score coat cobweb scout comedy calico coral records concord 
cocoa scoff cottage corn recognize concern according copper 

cr 20-4 creature across credit cricket scrawl sacrifice inscription 
acre crayon crease crockery scramble scrap acrobatic secret 
scroll secretary crown crystal describe criticism crocodile 

ct 20-5 compact predict collect action actual architect elect tract 
affect contract dictation deduct junction punctual prospect 
conduct respect contradict exact activity puncture objected 

c/a 20-6 cabin crack cabinet jack cafeteria acorn scatter accustomed 
scale knack cannery accrue captivity slack canopy accessory 
scarcity acquire caramel acres recapture accredited canteen 

OPTIONAL PRACTICE 

bu 20-X bud halibut bump bulge burning bunch budget debut bun burnt 
ci special acid science circle cinnamon scissors city circular 

ci claim clarinet article clarify closet disclose enclose clay 

cu curve biscuit accurate cure culture current vacuum accusing 

c-s cashmere forecast custard convinces casserole scissors cash 

c/e price affect scenery check ceiling bisect rice object slice 

c /i city pick ancient toothpick facility restrict scientist icy 

To Remedy Omissions, Transpositions, and Substitutions 

ce, ch, co, cr, ct, c/a 20 



TO CORRECT STROKING FAULTS 





Errors in typing the letter d frequently involve the 
keys that are closest to the d on the keyboard. In 
this unit, therefore, a great many of the words con¬ 
taining d also stress the letters e, c, and s. 


de 


di 


do 


d-c 


d-s 


d/e 


c/s 

da 

dg 

dr 

ds 

du 

d-f 


21-1 debate garden adequate define decimal blade beside persuade 
harder decision wonder demand dentist provide made delivery 
ideal thunder develop debt orangeade dependent seaside dent 

21-2 dim edible disagree diameter addition diagram editor dilute 
radius radiator diet disappear dial auditor distribute dill 
difficult radish diligent finding discount endive direction 

21-3 donate outdo adorn undone domestic donkey donation downfall 
overdone donor undoubtedly dominion downcast dolphin domino 
dominate adopt doldrums doughnut dozen undo condone dormant 

21-4 decide induct deck deduction doctor dictation docile decree 
reduce declare duckpin docket duct diction decrease decline 
indicate decimal document deceive decay decipher decoy dock 

21-5 describe discard pedestal evades distract coldest disappear 
desk disburse district discussion desire dash dusk discover 
mildest pedestrian designate desert shades dismissal blades 

21-6 debit shred border edible declare announced indenting ledge 
departure renewed powder editorial detain red index educate 
mildew seeds independent reviewed designate sled deal mined 

OPTIONAL PRACTICE 

21-X scan attics scold athletics ascend critics scheme dramatics 
panda day sundae dairying soda daughter dawn endanger dance 
edge bridge budget knowledge begrudge dodge hedge dislodged 
dreary drowsy address draftsman dream drastic bedrock drift 
loads handsome nomads handspring suds handsaw words attends 
duet durable duty induce product viaduct conduct introduces 
default edifice defer definite defy deafen different define 

To Remedy Omissions, Transpositions, and Substitutions 

de, di, do, d-c, d-s, d/e 21 


TO CORRECT STROKING FAULTS 




UNIT 



The first word group in this unit will help you to 
avoid—or correct—the typing of nd for dn or dn 
for nd. The remaining groups are carefully constructed 
to help you strengthen your control of e. 


d/n 22-1 loudness withstand goodness dividend hardness understanding 
mildness beyond gladness correspond sadness random coldness 
calendar kindness handle soundness ending redness recommend 

ea 22-2 pleased meal appeal wealthy increase yeast beneath seashore 
league conceal release wheat weaving retreat measure crease 
veal steam leave speaking healthy team repeal earth leather 

ex 22-3 apex examination excerpt exercise reflex exit annex expense 
next textbook excellent exclaim complex perplexing excavate 
exception flex perplexed pretext exhaust exact exempt index 


e-a 22-4 enamel became legally medal geranium debate ceramic hexagon 
eraser because cedar default negative recapture relax began 
retail evaporate demanding behalf regard metallic remainder 


e-d 22-5 end fender tremendous endive herd lead pendant endow defend 
amend vending attend read blender independent seldom endure 
comprehend send depending plead splendor endorser endurance 


e/h 22-6 shelf rehearse health kneehole hemlock shareholder hesitate 
cherish warehouse theory shoehorn chemistry freehand thesis 
their household pheasant when vehicle chestnut rehash where 


OPTIONAL PRACTICE 


d-r 


d-y 

ec 

er 

es 

es 

et 


22-X derive dormitory wander andiron glider wider during dormant 
today soundly profoundly daylight yesterday laundry foundry 
check collect echo perfect economize protect record section 
errand herb verb transfer erode higher lower erase cylinder 
invest refresh guest rescue successful dresser trestle pies 
western balances zest destination estimate takes restaurant 
lettuce detach retains metal let clarinet greeting alphabet 

To Remedy Omissions, Transpositions, and Substitutions 

d/n, ea, ex, e-a, e-d, e/h 22 
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UNIT 



The three letters that are stressed in this unit—e, f, 
and g —are all typed with the left hand. You will 
find, moreover, that first-finger strokes occur more 
frequently than usual. 


e/i 23-1 receive tie seized piece neither achieve reinsure qualities 
their yield conceive believe height diversified reigns vies 
ceiling quiet weight earlier beige multiplied heir luxuries 

fo 23-2 force information fountain conform forest football forecast 
enforce folder perform footnote transform found for uniform 
reformer follow four effort misinform foreclose before folk 


f-r 23-3 farmyard affirm foreclose different fireplace foremost fort 
confirm forever deferred further transfer forgetful foreign 
foresight inferior furious firm infer fortune transfer fare 

f/o 23-4 forearm offer inform soft therefore lofty formula fireproof 
forfeit official foreign offhand information often forestry 
fourteen coffers found offshore fortitude aloof forts proof 

ge 23-5 average generous anger stage genius urgently privilege page 
stronger gentlemen algebra dangerous hinged geography geese 
geometry manage gesture fringe genuine age singer gearshift 

gl 23-6 single glassware glucose rectangle struggle glimpse glisten 
glacier jingle gliding glossary triangle glycerine gladiola 
mingle glaring quadrangle glorious angler igloo glen glazed 


OPTIONAL PRACTICE 

23-X beyond conveyance greyhound money valley survey turkey obey 
behind benefit remittance emit recipe define beside opening 
debit decide exist edifice recite beehive preliminary elite 
enlist meal appeal zeal dealer eclipse repeal seals reality 
enroll metric nearly gear early enrich detract enrage heard 
easy least universal eastern conversation cabinets sensible 
favorite default facsimile befall fashion sofa familiar far 

To Remedy Omissions, Transpositions, and Substitutions 

e/i, fo, f-r, f/o, ge, gl 23 
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UNIT 



gr, g-t, g/n, hi, ho, h-n 


Unit 23 provided practice with the first finger of your 
left hand. That practice continues in this unit in com¬ 
bination with drills that use the first finger of your 
right hand. 


gr 


g't 


g/n 


hi 


ho 


h-n 


fe 

fi 

fi 

fl 

fr 

ga 

gh 


24-1 graphite great grammar aggressive grain progress grow grind 
biography greatest grape degree greeting granted ungrateful 
graceful grade aggravate ground grid digress graphic grease 

24-2 gather caught gothic bought irrigate eighteen bright fought 
forget freighter might investigate lighten negative thought 
delegate light corrugated weight vegetable height navigator 

24-3 assign rang dignity belong significant jingle ignite mixing 
signature jungle resigns triangle ignorance singular magnet 
designer plunge magnify boxing consign longer align tangent 

24-4 chilly shield thickness nothing his hinder hiring philately 
shift shingle chimney history chief himself anything thirty 
downhill thirsty thinks catching hinted everything children 

24-5 thousand choice shout hour home behold seashore should shop 
shoulder without shovel typhoon choir short household whole 
hole hoop showcase shoal shone shoehorn workshop who choose 

24-6 chance handbag honorary sunshine thin splashing when behind 
honest teaching exchanging thank handle handicap refreshing 
hinge honeydew fishing then channel handful telephone shiny 

OPTIONAL PRACTICE 

24-X fewer transfer safe reference life feasible fever ferocious 
five definite fiction film confirm refinement refine finish 
file final officiate beneficial find financial fixture fire 
fluent flower reflex flavor flight deflect flounder reflect 
afraid fruit franchise from carefree fragile fraction frame 
gallop gain frugal delegate regard game garden legal slogan 
caught bought tough coughing right slightly enough brighter 

To Remedy Omissions, Transpositions, and Substitutions 

gr, g-t, g/n, hi, ho, h-n 24 


TO CORRECT STROKING FAULTS 




UNIT 



One of the most common stroking errors is the typing 
of ht for th or th for ht. In the first group of words 
in this unit you will be typing those combinations —ht 
and th —in alternate words. 


h/t 


im 


in 


ir 


it 


i-e 


25-1 sought theorem flight athletic eight another mighty brother 
weight lengthy caught ethical taught clothing fright thesis 
sunlight north upright they tonight thunder bright strength 

25-2 him impact dime simple chimney time important climbs immune 
animals impress climate glimmer imply prime image grim brim 
immense immigrate nimble rim improve skimp glimpse sometime 

25-3 pin remind complain bin interest finest index tiny magazine 
invite pineapple marine winter spring examine into mink tin 
insure links win remained coins jumping injure train hinged 

25-4 require irony acquire entire squirm birch irate admire bird 
wire retired third thirsty aspire entirely sapphire confirm 
stir hire tired desire affirm irk chirp andiron first shirt 

25-5 visit item admitted ditch outfit split submit polite invite 
unit kit sunlit writer neither omit switch itself with bite 
despite transmit excited its benefit recite opposite editor 

25-6 inscribe medicine provide arrive decline eclipse pride tile 
describe confide canine advise confine sunrise guide desire 
chime attire inexact transcribe smile ripe beside dime mile 


OPTIONAL PRACTICE 

gh 25-X weigh eighteen higher plough brought though blighted lights 
g i agile giraffe given engineer singing logic fragile beginner 

g /r engrave large great barge ground margin grow charge graphic 

g/ r gram gorge grain urgent diagram iceberg grand surge engross 

h a habit shale chart change than what haste shall haul halibut 

he hear breathe inches them seethe her chess cheer check hedge 

hu shun thumb shutter thunder hundred hungry parachute hunting 

To Remedy Omissions, Transpositions, and Substitutions 

h/t, im, in, ir, it, i-e 25 


TO CORRECT STROKING FAULTS 




Are you concentrating to the fullest extent when you 
type the units in this section of the book? Each drill 
is constructed to help you eliminate errors. Slow down 
and improve your accuracy. 

i-o 26-1 isolate disorder apricot vigorous depositor indigo manifold 
linoleum rigor competitor disown widower ivory silo visitor 
janitor episode disobey creditor capitol inoculate corridor 

i-u 26-2 dilute graciously delirious obvious minute precious maximum 
conscious curious virus injurious disuse previous delicious 
misuse malicious spacious divulge luxurious minimum various 

i/a 26-3 dial paid trial retail mediate strained genial attain alias 
denial rain reliant curtail affiliate contain initiate main 
giant rail deviate trail defiance sprain radiator porcelain 

i/e 26-4 efficient eighty experience reinsure niece seize lieutenant 
diesel reimburse fielder either piecework vein diet heiress 
belief reinvest convenient weighty relieve receipt biennial 

jo 26-5 rejoin jogging jockey jolted jointly majority joyful jostle 
jotted jonquil enjoin jolly journalist jokingly major enjoy 
jovial disjoin joist journey banjo majorette journal joggle 

ki 26-6 kilocycle skimpy thinking king kite sinking kingfish waking 
skillet kilowatt speaking kindle ranking kitchen skip skirt 
breaking kick kindness stacking kitten skirmish ski kingdom 

OPTIONAL PRACTICE 

ia 26-X piano tiara vial biased appliance dialect alias diary briar 
ic which picnic slice icy thicken ticket depict picture strict 

id ideal forbid invalid pyramid guide beside oxide reside idle 

ie pie brief quiet friendly chief yield fierce untied calories 

il ill rebuild skilled while mile smile hilly until spill pail 

io trio nation violin fashion folio motion iota fraction prior 

is precise wish briskly crisp artist wrist misty island vision 

To Remedy Omissions, Transpositions, and Substitutions 

i-o, i-u, i/a, i/e, jo, ki 26 



TO CORRECT STROKING FAULTS 




Some letter combinations are nearly always found at 
the start of a word or at the end of a word. Others 
occur almost anywhere. The words selected for your 
practice reflect a normal variety of locations. 

kn 27-1 knitwear knack known briskness kneed knotty thickness knead 
knight kneecap sickness knothole knuckle knowledge knapsack 
unknown knock acknowledge knoll darkness kneehole quickness 

k-d 27-2 backed asked flaked marked skid blinked looked talked joked 
ranked kidney quaked remarked raked revoked unpacked kidnap 
walked embarked stocked risked packed kid baked inked hiked 

le 27-3 lead gale smiled pole mule able leaner tile molecule tablet 
leap role scribble lease led console wobble learned leopard 
leather whale levy legion pebble least ledger oriole unable 

lo 27-4 lobby lock lofty long lose loom sailor flower yellow loosen 
tailor lobster lodge glowing locust loud silo envelope loaf 
belong loyal loss lozenge polo loan logic mellow look local 

Iy 27-5 daily tally apply fairly rallying lyric supply rapidly only 
timely slowly slyly yearly evenly lonely lynx surely comply 
family vividly lymph rely handily badly early heavily reply 

l-s 27-6 clasp enlist illusion lost blister classic slash plus gloss 
listen unless metropolis ballast plaster glossary classroom 
plastic novelist lesson closet obelisk enclose last cluster 

OPTIONAL PRACTICE 

it 27-X italic quit charity itemize city itself omit invite benefit 
iv ivory drive forgive ivy shiver arrive active rivet motivate 

i/t benefit until skit satin recite static glitter satire write 

i/t split tilt united tingle quite emphatic with outing excited 

j-n jangle adjunct jonquils junket jungle junior janitor jingle 

ka kale kaolin kapok skater wreckage karat katydid polka parka 

ke upkeep sketch kennel kernel cake market keynote silken keel 

To Remedy Omissions, Transpositions, and Substitutions 

kn, k-d, le, lo, ly, l-s 27 



TO CORRECT STROKING FAULTS 




UNIT 



Many transposition errors are made because your 
eye reads faster than your fingers can respond. The 
first three drills in this unit are designed to make you 
pay attention to the letter sequence. 


l/e 28-1 let relate pleat dwelling pale dispel sole citadel pleasant 
aisle elude legal propel ridicule upheld pledge elm leisure 
blend elastic while excel smile yield plenty delight league 


l/k 


l/o 


me 


mi 


28-2 chalk tackle yolk quickly sidewalk duckling walking crackle 
elk speckled milkweed knuckle hulk tickle folk sickly caulk 
talk pickle sulk chuckle silkworm necklace balk buckle milk 

28-3 load whole alone unfold loiter behold lost olive loyal told 
below enroll explode control sirloin old halo scold explore 
solve lone patrol cello revolve locker marigold belong role 

28-4 meadow garment tame medal argument frame mercury amend home 
merchant comet overcome mention became comment menthol time 
melody commend fame merit compliment name measure menu some 

28-5 mine admire remit mineral mint ermine submit mingle farming 
remind mild carmine amid mince mix dismiss minute mist omit 
microbe taming permit smile minor spearmint transmit midget 


28-6 swamp umpire camp clamp simple hemp stamp dimple limp thump 
pomp ample whimper ramp lamp stump clump impel bump pumping 
shrimp dampen empire romp glimpse sample jumped skimp ramps 


OPTIONAL PRACTICE 


la 

li 

Is 

I/a 

I/a 

mb 

mo 


28-X label slack relative cola lake lavender island launch claim 
liberty reliant license slight alkali polite limber library 
also pulse spells elsewhere opals allspice repels upholster 
last album place alert umbrella central lawyer almost labor 
large alike plate value viola rental laundry almanac relate 
climb number nimble slumber timber cucumber plumber combine 
morning remote moisture amount move foremost mouth sycamore 

To Remedy Omissions, Transpositions, and Substitutions 

l/e, l/k, l/o, me, mi, mp 28 


TO CORRECT STROKING FAULTS 





The emphasis in this unit is on two adjacent keys 
on the bottom row —m and n. Strike each key in 
the center. Many errors involving m or n are made 
because the key is struck off center. 


mu 29-1 much emulate muffin mulberry emu amuse mustard mutual mural 
immune stimulate muscle formulate multitude mushroom amulet 
emulsify must muslin simulate murmur muffler munch musician 

m-n 29-2 man comment spearmint mandolin omen monitor experiment many 
menu community money cinnamon monopoly remind manage minute 
mention compliment document commence among mints supplement 

m/a 29-3 machine ambition climate blame diploma diagram magnet amuse 
mahogany amount dormant camping comma became marble amplify 
majority amend performance grammar dilemma team human clamp 

na 29-4 natural enamel unaware navigator stamina narrow enable tuna 
narrate inactive national retina inability knack snare name 
inaugurate donate corona snagged nail snap furnace nap gnaw 

ne 29-5 near planets one nephew nervous tone inertia honesty spinet 
neglect tunnel refine next needle tune neighbor bonnet mine 
never diner refine newspaper needless gone necklace thinner 

no 29-6 nothing noisy volcano nowhere ignored soprano nominate note 
notice unknown domino notary snowing nobody governor novice 
north not denote piano now knotted novelty notebooks renown 


OPTIONAL PRACTICE 

m/i 29-X mileage image family climate mistake trim admit imply minor 
ng engrave lengthy swing among angry plunge rang string belong 

ng arrange anything sponge strange singing wrong engage fringe 

ni nimble mechanic nitrate tennis nip alumni panic unite niece 

nu nugget annual menu nutmeg annuity minute bonus number nurse 

ny anyhow many nylon uncanny funny canyon sunny tiny any penny 

n-h branch sunshine tenth menthol month anchovy avalanche lunch 

To Remedy Omissions, Transpositions, and Substitutions 

mu, m-n, m/a, na, ne, no 29 


TO CORRECT STROKING FAULTS 




UNIT 



After you have practiced nt at the start of this unit, 
you may be surprised by the number of times you 
encounter that letter group. Practice on such high- 
frequency combinations helps build skill. 


nt 


n/a 


n/i 


n/o 


oi 


ol 


30-1 enter interest slant present central paint ninth grant into 
winter plant interpret aunt entry print mention tint center 
occupant interview absent interior applicant blunt elephant 

30-2 naval ancestor gnawing handle retina pecan nameless ancient 
final anyone chinaware swan inaccurate change unafraid span 
snake triangle nay anchor alumna antidote naphtha insurance 

30-3 ninety into replenish incline macaroni raisin nitrogen inch 
nickel inhabit vanish window animated curtain tonight inlet 
scenic incident astonish dwindle tonic maintain anniversary 

30-4 northern oneself snowfall postpone volcano vibration normal 
once announce onion canopy trombone nominate education know 
nobody only another nation notion octagon nomad upon enough 

30-5 ointment turmoil coincide oiling rejoice disappoint disjoin 
broil outgoing coinage topsoil recoiled exploit doings toil 
choir voice asteroid avoid shampooing boiler noisily borzoi 

30-6 oldest solemn behold untold involve withhold foliage patrol 
unfold resolve folks dissolve stronghold moldy volt parasol 
olive collect household blindfold solve uphold sole capitol 


OPTIONAL PRACTICE 

n-m 30-X namely enamel synonym nimble economy dynamo nominate number 
oa oaken boastful toaster coach foamy roaring oasis unload boa 

oa oatmeal approach throat oar coast railroad roasted protozoa 

ob object globe throb obtain lobster wobble obstruct lobby job 

oc occupy hemlock havoc dock occur rocket ocean vocation knock 

oc j oddity episode modern explode plod period nod codfish dodge 

of offer soften roof official often scoff coffee offense proof 

To Remedy Omissions, Transpositions, and Substitutions 

nt, n/a, n/i, n/o, oi, ol 30 


TO CORRECT STROKING FAULTS 




UNIT 



When you finish typing this unit, you will have struck 
the letter o more than 300 times! Now is the time to 
check your reach to o. Are you straightening your 
finger slightly for this reach? 


on 31-1 alone response chiffon onward telephone electron none stone 
gone strong upon onset money polygon onyx cyclone moon pond 
typhoon sponsors hexagon oncoming diamond neutron undertone 

or 31-2 orange before interior orbit explore janitor orchid senator 
order uniform visitor organic record creditor orchard storm 
ornament ignore orator shore passport auditor origin editor 


os 


ov 


o-p 


o/t 


31-3 ostrich possible cameos across osmosis gloss costume loosen 
position ostracize rodeos engross host costly mosquito most 
postage foremost patios emboss closing fossil mosaic poster 

31-4 ovation discovery movable overboard groove provision alcove 
overcast governor disapprove novice above novelist approval 
oval novelty uncover move provided jovially proverb improve 

31-5 compact corporal soap company compose couple compete troupe 
compare coupon compound soup compile hospital complain pomp 
compute accomplish scorpion complex corps incomplete osprey 

31-6 otherwise together promote untold forgot ton another tomato 
otter token smoother toward slot into soothing topic notice 
rotate victor lot alto potash stock bottle tornado motivate 


OPTIONAL PRACTICE 

om 31-X omit some from omen promptly comb bloom chrome compose room 

ot quote bother remote devote mother spot clothes motion allot 

ou our sound output compound shout crouch bound around caribou 

ow owl power owner allowed crowd unknown snow show plow shower 

o- a orator rotated gondola locate oval borax opal scholar vocal 

o-j omit motive solid olive closing opinion notice origin comic 

0 .| oblige fowl boiled goal growl oilskin scowling coal oblique 

To Remedy Omissions, Transpositions, and Substitutions 

on, or, os, ov, o-p, o/t 31 


TO CORRECT STROKING FAULTS 




UNIT 



When you type this unit, the fourth finger on your 
right hand will be kept busy. Because the fourth 
fingers are considered the weakest, this practice will 
help you to develop valuable stroking power. 


o/w 


ph 


Pi 


pi 


pr 


p-o 


o/r 

o/r 

o/y 

pe 

po 

po 

Pt 


32-1 owe world now worry shadow two rowing swollen anyhow worker 
glow awoke thrown worse outgrow wonder low swoop crow would 
knowledge woven throw overwork downtown worth slowly wooden 

32-2 pharmacy telephone paragraph phase uphold photograph sphere 
physiology camphor graph philately phrase autograph sulphur 
phosphate biography lithograph pheasant upholster sophomore 

32-3 pickle rapid picnic spinach pinhole respire picture capitol 
pioneer spinet inspire pillow spiral spindle spinal helping 
pineapple mapping spite pistachio pillar aspire piece spice 

32-4 place apple plain apply plan reply plank maple plaster plum 
plateau splice platform ripple pleasant comply plate staple 
plenty misplace plow duplicate pledge supply plywood platen 

32-5 praise sprain predict prune spry problem sprout apron price 
presence sprint precede process prime apricot impress prove 
proceed prudent approach depress prior spruce paprika spray 

32-6 people problem profile proof program proper produce project 
pioneer protein peony profit sculptor proud proclaim propel 
progress approach prolong tiptoe pious siphon protect prose 

OPTIONAL PRACTICE 

32-X acorn round import ground senior burro endorse royal accord 
ornate rocky perform narrow vendor zero score rosin explore 
oyster your joyful beyond loyalty anyone employ tryout buoy 
pencil spell grape permit open type pertain appear envelope 
policy support polar import point repose tempo postal spoil 
popular impose portion suppose polite seaport poise compose 
ptomaine captain exception adapt slept disrupt accept erupt 

To Remedy Omissions, Transpositions, and Substitutions 

o/w, ph, pi, pi, nr, r-q 32 


TO CORRECT STROKING FAULTS 




When q appears in a word, it is followed by the 
letter u. Type the qu combination carefully until you 
have mastered it. This unit stresses qua. The optional 
exercise contains words with que and qui. 

p/o 33-1 pocket option spoken opera poetry stop sponge choppy weapon 
pollen opinion sponsor shopper sports drop point open spoon 
pointless operator reporter optimist spool scope spout chop 

p/u 33-2 purple upheld compute supper repulse setup purchase upright 
public upper pulse duplex pulp teacup pupil upgrade dispute 
punctual upward republic suppose pure uptown sputter upkeep 

q-a 33-3 quaint aquarium square quail quartz equality qualm quandary 
qualify aquatic squadron quake equal quantity squash quaver 
quarrel equator quarter equalize quagmire equation quadrant 

re 33-4 reach bread attire rebound present store receipt treat acre 
reduce preside more refill apparel before relax cream score 
regard resident aware rejoin current inspire remain inquire 

ri 33-5 rice print rich griddle riding bridge rigid safari motorist 
right arise ripple torrid risky arrive riddle priority ripe 
rinse brightly rival triumph ring price river spring shrill 

ro 33-6 road arrow roaring aroma robot around bolero rocket chronic 
rotary broken robust bronze rough broth tyro routine trophy 
roster broker roast tropical from iron roofer problem broom 

OPTIONAL PRACTICE 

pt 33-X option attempt aptly exempt prompt swept aptitude reception 
qu quit equip unique quick liquid request conquer quiet opaque 

ra radiate eraser rafter praise camera random mural opera rake 

ra rather coral rancher trail zebra ravine spiral radio travel 

rb marble curb verbal herb rhubarb superb barber absorb carbon 

rc arcade search force porch orchard torch arch birch commerce 

rm armful permit storm armada squirm inform farmer charm alarm 

To Remedy Omissions, Transpositions, and Substitutions 

p/o, p/u, q-a, re, ri, ro 33 



TO CORRECT STROKING FAULTS 




All words in this unit contain the letter r. Do you keep 
your hands and arms almost stationary when you 
make the reach to r? Now is the time to make certain 
that your stroking pattern is correct. 

rt 34-1 cart alert certain quart startle depart barter chart carton 

thirty impart sorting invert shorten export artist particle 
pertain dessert article expert partake divert curtain start 

ru 34-2 ruler brush rubber cruise runway bruise ecru rug trunk rush 

rural truth rustic crumble rusty crush rummage trumpet ruin 
ruffle abrupt rumor fruit ruby truck intrude trust instruct 

r-f 34-3 rafter careful strife refund verify refugee adrift carefree 

refine clarify traffic reflect trifle tariff refusal artful 
reflex draft refresh terrific glorify refrain sheriff drift 

r-t 34-4 retail security carrot return writing merit retire majority 

rotate minority inherit retreat surety thirsty retain grate 
ratio rarity worst retake purity parrot ritual pretty burst 

r/d 34-5 garden drapery board laundry order dreaming accord headrest 

burden drizzle record driver discard sundry sardine drained 
hurdle druggist reward squadron verdict drop sturdy drafted 

r/t 34-6 shortly transit desert tribute start pantry revert transfer 

mortgage transact assert contract sorting transmit farthest 
thirty tractor import central shortage trapeze partake trap 

OPTIONAL PRACTICE 

rv 34-X carve service harvest observe marvel swerve conserve starve 

ry rye story every carry scenery varying hurry quarry ordinary 

r-e roe true force barley harden gardenia charter carpet market 

r-v ravine arrive gravel drove derive crave rivet brave rivalry 

r-v reveal travel revise review strive revoke prove river raven 

r-y ray crayon party defray hardy forty destroy hearty corduroy 

r/e recent erase stretch submerge acquire waiter restore errand 

To Remedy Omissions, Transpositions, and Substitutions 

rt, ru, r-f, r-t, r/d, r/t 34 



TO CORRECT STROKING FAULTS 




The letter s is one of the most frequently omitted 
letters in typing. This unit, which is devoted to s, 
concentrates on combinations from which the letter s 
is most often omitted. 

sa 35-1 same mosaic mesa sandy essay visa said unsafe salad corsage 
salmon compensate salute unsaid sample sandwich resale save 
saucer reversal salt forsaken salve pulsate saturate mimosa 

se 35-2 seven insert phase second unseen else sense absence concise 
search unseat increase serene insect advise seminar consent 
senate assert close select assemble praise separate dissent 

sh 35-3 shelter sunshine fresh shipyard washing crash shrub cushion 
shade mushroom fish sharpen usher brush shelf dishes squash 
shred bushel splash shovel mashed leash shown cashier flash 

si 35:4 simple analysis siren outside signature assign signal music 
silver capsize silken subside singer session sincere inside 
sirloin wayside silence moccasin single consign sieve aside 

su 35-5 submit surface result leisure surgeon assure resume measure 
suction sustain insulate summer surely insure suburbs sugar 
suspense consult superior consumer sulphur treasure jujitsu 

s-a 35-6 scale casual plasma season mistaken siesta stainless postal 
search dispatch vista stampede despair slant cascade scarce 
skater custard sparkle dismal station stairs island mustard 

OPTIONAL PRACTICE 

r/u 35-X rusted urban frugal endure truth concur runway urgent trunk 
sc scamper muscle scallop describe scatter descend script disc 

sc scheme discuss scrape discount sculpture discovery scissors 

sm smile cosmic prism smoke dismal chasm smother bismuth spasm 

sn snag snack snapper sneeze snapshot snarl snug snare misname 

so social assort also socket resolve lasso solar resound torso 

sq squad mosquito disqualify squander squint misquote squirrel 

To Remedy Omissions, Transpositions, and Substitutions 

sa, se, sh, si, su, s-a 35 



TO CORRECT STROKING FAULTS 




UNIT 



In typing the drills in this unit, you will be making 
a great many reaches either up or down from the 
home row. Are you keeping one or more of your 
fingers in home-row position? 


s-i 36-1 sailor suited washing science skill inspire stimulate swirl 
shipment smile instinct spice rescind despite spinach spill 
spiral sticky lasting seize swift assail shiver snip switch 

s-o 36-2 shortage slowly restore scope shovel discount shopping slot 
stormy smolder dispose sponge stock gusto spoke smog mascot 
spoil stove respond shore spotless discover shortcake stony 

s/e 36-3 season escape consent guest universe congest seating esteem 
segment escort praised west verse contest worse estate fuse 
seclude establish selfish rested nurse protest sense escrow 


s/i 36-4 since island basic advise consign this signet isolate basin 
single issue elusive pianist ensign alibis sick devise sift 
singular isthmus resign advertise adhesive alkalis sink his 

t-a 36-5 thatch instead tea thank mutual extra trail central inertia 
trait subtract orchestra toast partial track restrain trade 
transfer steam travel entrance translate contrast transport 


t-p 36-6 topmost staple misstep topaz stopover step typewrite stupor 
topic stipulate tapestry type multiply stop topple stopping 
typist tepid topsoil typical stopgap tepee typography taper 


OPTIONAL PRACTICE 

st 36-X stadium drastic invest stencil whistle toast stormy elastic 
st sterling instruct latest stretch pastry finest stone fasten 

sw swarm sweep swept swimmer answer swift sword swallow swivel 

sy symbol asylum uneasy system busybody sudsy sycamore symptom 

s-c seclude insect music section insecure basic socket transact 

s-i salary resolve universal selection insulate parasol selfish 

ta tablet stadium aorta talent staple iota tasty starch stanza 

To Remedy Omissions, Transpositions, and Substitutions 

s-i, s-o, s/e, s/i, t-a, t-p 36 


TO CORRECT STROKING FAULTS 




The um combination—in the last word group in this 
unit—is a difficult combination for most typists because 
of the reach from the third row to the first row. To 
maintain accuracy, you must slow down. 

t-r 37-1 target interest star terrace senator better torrid sturgeon 
tornado stare winter tartar mastery center tireless disturb 
turmoil restore waiter torment asteroid store turnout start 

t/a 37-2 tactful atlas stage donate quota combat taxicab atomic stay 
tailor attire stamina duration beta acrobat tabular attempt 
tarnish athletic stairway equation vendetta diplomat taller 

t/i 37-3 tier despite entire written spaghetti benefit tighten admit 
tiger invite stimulate polite confetti permit timely outwit 
tinder submit antique zenith tire transmit sting knit timid 

t/u 37-4 turkey utensil stubborn truth tune shut tuition youth study 
turnip computer stucco dilute tumble without turbine deputy 
tugboat utmost stumble salute tutor chestnut student minute 

uc 37-5 lucky deduct buckle success crouch buckwheat struck nuclear 
such induce lucrative spruce knuckle obstruct truck voucher 
suction induct duckpin pouch construct touch bucket conduct 

um 37-6 umbrella humble medium umber sum summer umbra autumn radium 
umpire crumble premium plumber vacuum perfume drum cucumber 
humid minimum resume aquarium humor maximum numeral cranium 

OPTIONAL PRACTICE 

te 37-X tempest hotel acute tenant write denote tenth listen tennis 
th than other growth throat cloth beneath through either broth 

th thankful healthy seventh their wealthy month thicken bother 

ti ticket caution tide rustic time notice timber notion tissue 

to today token tomato tongue factor alto tonic detour to pinto 

tr trace sentry train retreat tributary metric traction pastry 

tr trivial distrust treat electric true pantry treasury citrus 

To Remedy Omissions, Transpositions, and Substitutions 

t-r, t/a, t/i, t/u, uc, um 37 



TO CORRECT STROKING FAULTS 




UNIT 



Most of the letter sequences that you will be typing 
in this unit are combinations from which a letter is 
sometimes omitted. Check your reach to v. Do you 
draw back your finger for this stroke? 


38-1 unable plunge begun united fortune shun unaware around stun 
universal profound sun uneasy blunt run understand fountain 
uncertain young spun uncle ground dun under refund fun undo 

38-2 useless amuse precious usher adjust radius excuse plus must 
confuse numerous brush discus husky generous refuse serious 
thousand furious accuse octopus robust diffuse rushing thus 


u/l 38-3 ultimate lumber consul luncheon gully plural sulphur clumsy 
speculate luminous consult alumni maul cluster bulky luxury 
emulate luggage gulf blunt overhaul clutch result lubricate 

va 38-4 vacancy oval valor variety activate vast vaporize captivate 

valves livable nova vanish ovation evasion valiant valuable 
various elevate saliva vary innovate larva vanilla motivate 

ve 38-5 vehicle avenue crave velvet recover behave vertebra javelin 

vendor marvel concave veteran gravel engrave venture clover 
vertical given save verdict oven brave vexation gavel shave 

vo 38-6 vocation avocado voice avoid volatile devolve volley flavor 
vocalist revolve volunteer devote voltage invoice voluntary 
volcano voyage revoked volume involve favored invoke voting 


OPTIONAL PRACTICE 

38-X tsetse catsup sits itself expects curtsy apricots lightship 
typist style county tying stylus pity typify styptic faulty 
tyranny stymie pretty tycoon atypical necessity tasty party 
tablet stabilize tab toboggan establish tub tabulate stubby 
treaty strength battle trend other bathe treat stream lathe 
toward steward stow towboat stowage tow tower stewing towel 
trying pastry country thyroid staying poultry pantry sentry 

To Remedy Omissions, Transpositions, and Substitutions 

un, us, u/l, va, ve, vo 38 


TO CORRECT STROKING FAULTS 




UNIT 



In this unit are a great number of left-hand letters. 
You will be developing your mastery of a, s, and e, 
for example, while you are—at the same time— 
typing words that begin with v and w. 


v/e 


v/i 


wa 


we 


wh 


w-s 


39-1 ventilate evade investing devise forgive evoke verbal evict 
veneer evidence derive preview prove evaluate vertex revise 
versatile revoke cavern devour tavern relevant verse device 

39-2 vibrate ivory review active victory ivy previous drive view 
vigorous rival advise thrive visual beehive village deprive 
vinegar rivet envious arrive violin motive service adhesive 

39-3 wafer toward wagon swamp walnut reward wander inward wallet 
watch swarm waiver forward waiting waxed water outward warm 
walk sway wage waves warehouse steward waitress swan waffle 

39-4 wealthy sweater weary swelter weight drawer wear grower awe 
weather between welcome sweeten westward flower awesome owe 
weave tower weekly showers weapon weaken western swerve web 

39-5 whale awhile wheat nowhere wholesale somewhat whether wharf 
whistle cowhide whisper somewhere wheeze why whose what who 
whirl wheel wholesome whippet whereas whom whole whim whack 

39-6 wishful slowest owes yawns wasp twosome scrawls wisp newest 
wisdom twisting was wasted northwest wistful awesome washer 
unwise swished lowest township yawns southwest crawls bowls 


OPTIONAL PRACTICE 

39-X student cloud grudge loud conclude laud misjudge thud crude 
enough plug sugar shrug thought snug refuge tug brought dug 
ultimate consult spoonful pulse adult annul result ridicule 
uranium future sour urgent natural spur urban maturity cure 
utility clutter walnut utmost compute sprout utilize minute 
urge ruling secure intrude poured trumpet blur rudeness urn 
vitamin revise violet jovial vitality crevice vinyl deviate 

To Remedy Omissions, Transpositions, and Substitutions 

v/e, v/i, wa, we, wh, w-s 39 


TO CORRECT STROKING FAULTS 




UNIT 

40 


w/e, wi, w/o, y/o, y/t, ze 


Try to keep faulty stroking patterns from becoming 
a habit. As you continue your work in this book, 
examine your errors to see which letters you typed 
incorrectly. Then practice the drills you need. 


w/e 40-1 weakness rewire slower renewal weeding mildew welder beware 
wedding rewrite prowess pewter thrower grew weevil forewarn 
went chewing shower shrewd sweeping bewilder powerful threw 

wi 40-2 winner rewind wield swift window twinkle winter twice windy 
within swivel wiper swing wildcat switch widen twine willow 
withdraw glowing wildly swirl windmill twist winged swimmer 

w/o 40-3 worsted owed swollen browse twofold endow worldly ownership 
woodwork owl swordfish unknown worthy disallow woke empower 
wonderful crowded homework plowing woodchuck thrown outworn 

y/o 40-4 yoke soybean young loyalty crayon foyer beyond destroy your 
bayou employer youthful enjoy tryout boycott everyone decoy 
yonder toy yolk corduroy bayonet buoyant mayonnaise annoyed 

y/t 40-5 anything typography daytime styrene scythe plenty paralytic 
rhythmic seventy mythical treaty playtime frosty everything 
analytic jetty plaything hasty catalytic salty python dusty 

ze 40-6 zenith gaze authorize zero amazed prize zebra blaze realize 
zeal raze capsize zephyr graze modernize zestful maize doze 
dozen size specialize glaze atomized haze frozen maze seize 


OPTIONAL PRACTICE 

40-X vicinity device visitor saving viaduct novice vigilant vial 
workbook sword wobbly bookworm worthwhile foreword wondrous 
woodcut twosome workbench awoke worry swoop workshop reword 
wrong wrought wrench wrestle wringer awry wrathful wrangled 
excess exclude exchange boxcar excursion excellent excavate 
excise excerpt excitable exception excelsior exceeds excuse 
yearbook player yeast stayed yes rye yearning yet yesterday 

To Remedy Omissions, Transpositions, and Substitutions 

w/e, wi, w/o, y/o, y/t, ze 40 


TO CORRECT STROKING FAULTS 




UNIT 


41 


Capital Letters 
(cities) 


To reach the shift key easily, use your first fkvger as 
an anchor on the home row and raise the second and 
third fingers slightly. Depress the shift key with your 
little finger. 


A 

B 

C 

D 

E 

F 

G H 
I J 
K L 

M 

N 

0 

P Q 
R S 
T 

U V 
W X 
Y Z 


41-1 Alton Athens Austin Akron Arlington Albany Altoona Appleton 
Boston Baltimore Birmingham Beaumont Bristol Beloit Burbank 
Columbia Casper Camden Cleveland Charlotte Chicago Cranston 

41-2 Dubuque Detroit Durham Dallas Dayton Denver Duluth Danville 
Enid Easton Eugene Evanston Elkhart Elmira Elizabeth Euclid 
Fitchburg Fargo Fairfield Flint Framingham Fairbanks Fresno 

41-3 Gadsden Galveston Galesburg Honolulu Houston Hartford Hobbs 
Independence Ironton Irvington Ilion Jacksonville Jonesboro 
Keyser Kenosha Knoxville Louisville Lafayette Lewiston Lima 

41-4 Milford Missoula Memphis Madison Morgantown Miami Milwaukee 
Newton Newark Nashua Nashville Norman Nome Norfolk Newburgh 
Oakland Odessa Omaha Orlando Oshkosh Owensboro Ogden Orange 

41-5 Phoenix Pueblo Pullman Pierre Parkersburg Quincy Quakertown 
Rutland Reno Rockford Richmond Syracuse Savannah Shreveport 
Tacoma Tulsa Tyler Toledo Topeka Trenton Tucson Tallahassee 

41-6 Utica Uniontown Urbana Vancouver Vicksburg Victoria Vallejo 
Wilmington Washington Waco Waterbury Wichita Waterloo Xenia 
Youngstown Yarmouth Yonkers Ypsilanti Yukon Zanesville Zion 


OPTIONAL PRACTICE 


41-X 


Type this 
paragraph 
for accuracy— 
not for speed. 


Both Memphis and Nashville are in Tennessee, while Beaumont 
and San Antonio are in Texas. Hartford is the capital city 
of Connecticut. Phoenix, although east of Seattle, is west 
of Denver. Detroit is located in southeastern Michigan, on 
the Detroit River, between Lakes Erie and St. Clair. Miami 
is just across Biscayne Bay from Miami Beach. Baltimore is 
on the Patapsco River, which flows into the Chesapeake Bay. 


Drills to Improve Shifting 

Capital Letters (cities) 41 


TO CORRECT STROKING FAULTS 




UNIT 



Capital Letters 
(names) 


Each of the first three groups contains all the capital 
letters. Abbreviations of some states and Canadian 
provinces are included. The last three groups provide 
practice in typing state names. 


42-1 AbCdEfGhlj KIMnOpQrStUvWxYzAbCd 

Each line is 

alphabetic. aBcDeFgHiJkLmNoPqRsTuVwXyZaBcD 
RI NY MA PA DE NJ WV NH VA SC GA NC FL AK TX NB OH AZ UT PQ 

42-2 Albert Barbara Charles Dorothy Edward Florence George Hazel 
Ivan Janet Keith Lillian Martin Nancy Oliver Phyllis Quincy 
Rose Sue Theodore Ursula Victor Winifred Xavier Yvonne Zane 


42-3 Anderson Brown Clark Davis Evans Fischer Green Harris Ingle 
Jones King Lewis Martin Norris Olsen Peterson Quinn Roberts 
Smith Thompson Underwood Vincent Ward Xavier Yeager Ziegler 

42-4 District of Columbia Idaho Delaware Illinois Georgia Hawaii 
Florida Iowa Indiana Maine Louisiana Maryland Ohio Kentucky 
Massachusetts Kansas Nebraska Minnesota Missouri California 

42-5 Utah Mississippi Montana Nevada Arkansas Alabama New Jersey 
Alaska Wyoming Arizona North Dakota Tennessee New Hampshire 
New Mexico North Carolina Oklahoma South Dakota Connecticut 

42-6 West Virginia Oregon Texas Washington New York Pennsylvania 
Rhode Island South Carolina Wisconsin Vermont Colorado Guam 
Virginia Michigan Puerto Rico Midway Islands American Samoa 


OPTIONAL PRACTICE 


42-X 


Includes all 
the capitals. 


Yosemite National Park is in California. Parkersburg is in 
West Virginia. Thomas Edison was born in Ohio. Janet King 
leaves for Houston on Friday, while Victor Green leaves for 
Iowa City on Monday. Uncle Stanley will cancel his trip to 
Raleigh, North Carolina. Aunt Florence lives in Rochester, 
New York. Barbara and Phyllis will visit us in Louisville. 
Zane will make trips to Dayton, Quincy, and Xenia in April. 


TO CORRECT STROKING FAULTS 


Drills to Improve Shifting 

Capital Letters (names) 42 




UNIT 


Capital Letters 
(paragraphs) 


You may expect your speed to drop when —<• esc • 
contains numerous capitals. The important thrrg s 
to shift properly. Hold down the shift key until the 
letter key actually strikes the paper. 


43-1 A number of historians doubt the accuracy of the story that 
Betsy Ross made the first Stars and Stripes from the sketch 
submitted by George Washington. Experts credit this design 
to Francis Hopkinson, one of the signers of the Declaration 
of Independence. Mr. Hopkinson is known as composer of the 
song "My Days Have Been So Wondrous Free." His portrait is 
displayed in a room of the Pennsylvania Historical Society. 

43-2 Representatives of the 13 British colonies in North America 
met as Members of the Continental Congress in Philadelphia, 
on July 4, 1776, in a building now called Independence Hall 
(formerly termed the State House), to adopt the Declaration 
of Independence. Among the signers were Benjamin Franklin, 
Thomas Jefferson, John Adams, and Robert Morris. Of these, 
both Adams and Jefferson were to be elected our Presidents. 

43.3 A huge copper statue, given by France to the United States, 
known throughout the world as the Statue of Liberty, stands 
on Liberty Island in New York Harbor. This monument (which 
actually consists of sheets of copper hammered onto a steel 
framework), was designed by Frederic Auguste Bartholdi; the 
steel framework was designed by Gustave Eiffel, designer of 
the Eiffel Tower, in Paris. France presented the Statue of 
Liberty to the United States Minister in Paris in 1884, and 
it was sent to New York Harbor from Rouen, France, in 1885. 
It was formally dedicated on October 28, 1886, by President 
Grover Cleveland. A replica of the Statue of Liberty, cast 
by a French foundry, stands on a Seine River bridge, Paris. 
To make certain that the Statue of Liberty is maintained in 
splendid condition, we rely upon our National Park Service. 


TO CORRECT STROKING FAULTS 


Drills to Improve Shifting 

Capital Letters (paragraphs) 43 




TO DEVELOP CONCENTRATION 


Concentration is an important factor in the 
development of speed and accuracy. In order 
to type rapidly and accurately, you must fix 
your attention on the copy you are reading. 
The practice material in this section has 
been carefully prepared to help you to de¬ 
velop the ability to concentrate. 

Because this material has been written to 
make you concentrate on individual letters, 


your typing speed will likely be lower than 
your usual rate. Most typists find that their 
speed slows down on uncommon, sound- 
alike, and contrasted words, as well as on 
figures and special characters. 

Included in this section are specialized 
drills for each finger and for double letters. 
They will help you overcome stroking weak¬ 
nesses that often cause errors. 


The words in this unit were selected because they 
will require you to focus your attention on each 
stroke. When you type these words, you will be 
developing the important habit of concentration. 


44-1 Albuquerque Chattanooga Punxsutawney Alamagordo Vladivostok 
Kalamazoo Barranquilla Johannesburg Bloemfontein Montevideo 
Zanzibar Ketchikan Mishawaka Casablanca Reykjavik Saskatoon 

44-2 Euphrates Yangtze Monongahela Owyhee Susquehanna Housatonic 
Apalachicola Rappahannock Ouachita Mississippi Saskatchewan 
Pilcomayo Irrawaddy Tocantins Uruguay Athabasca Brahmaputra 

44-3 Mauritius Euboea Sardinia Guadalcanal Oahu Palawan Hokkaido 
Kyushu Shikoku Kodiak Tasmania Mindanao Tahiti Newfoundland 
Okinawa Sumatra Anticosti Madagascar Spitsbergen Martinique 

44-4 Pleiades Aquarius Cepheus Centaurus Pegasus Scorpio Perseus 
Sagittarius Auriga Capricornus Orion Andromeda Libra Cygnus 
Corvus Lyra Camelopard Hydra Draco Cassiopeia Taurus Aquila 

44-5 hibiscus ageratum yucca begonia verbena hyacinth heliotrope 
mignonette gladiolus rhododendron alyssum hepatica ocotillo 
coreopsis nasturtium trillium portulaca calendula manzanita 

44-6 iridium lanthanum cesium molybdenum oxygen neodymium osmium 
ytterbium berkelium phosphorus gadolinium krypton palladium 
lutetium astatine praseodymium radon tantalum xenon yttrium 

Concentration Mis 

Words for Concentration 44 


UNIT 




Words for 
Concentration 


TO DEVELOP CONCENTRATION 




UNIT 



More Words for 
Concentration 


The words in this unit are grouped according to a 
variety of troublesome patterns. If you are going to 
produce accurate work, you will have to concentrate 
on the copy. 


45-1 harass embarrass consensus rhinoceros synonymous loquacious 
courteous liquidity liquefy villain vilify knickknack queue 
proceed supersede omitted committee aluminum mnemonic llama 

45-2 grammar grammatical convenience conveniently sign signature 
geography geographical mystery mysterious revoke revocation 
simple simplify evidence evidential participate participant 

45-3 plentiful, abundant; produce, fabricate; amicable, amiable; 
brilliant, radiant; assemble, congregate; lawyer, attorney; 
terminate, conclude; burning, scalding; towering, elevated; 

45-4 crescendo scherzo capriccio pizzicato allegretto lentamente 
accelerando glissando staccato pianissimo legato diminuendo 
andante ritardando tremolo mezzo fortissimo moderato adagio 

45-5 calculus algebra axiom analytics infinity logarithm scalene 
parallelogram vector theorem polynomial subtrahend cosecant 
equilateral polyhedron tangent isosceles polygon quadratics 

45-6 unintelligently underconsumption transparency international 
misappropriation intercontinental subjectivity antediluvian 
characteristically incomprehensibleness interdenominational 


OPTIONAL PRACTICE 

45-X intervention antecedent multifarious misconstrue substitute 
Typing prefixes possibility enthusiastic potential melodramatic transformer 
and suffixes disinfectant flexibility bureaucratic anterior misdirection 
subscription dispensable incredibility numismatic subatomic 
susceptibility axiomatic condescension submarine dissension 
monochromatic preferential negotiability multitude antedate 
mismanage subcommittee thermostatic feasibility transaction 


TO DEVELOP CONCENTRATION 


Concentration Drills __ 

More Words for Concentration 45 





Unit 46 contains all letters of the alphabet. A number 
of unusual words are included. If you take a timed 
writing on this unit, you may find that you are typing 
below your usual rate. 


46-1 There are a number of unplumbed depths in our oceans, which 12 12 
comprise just about two-thirds of the globe's surface area. 24 24 
In recent years, deep—hidden canyons beneath the water have 36 36 
been discovered near the New England Coast. By comparison, 48 48 
these subterranean depths would make the Grand Canyon quite 60 60 
insignificant. Covered by water of tremendous depth, these 72 72 
gorges may have existed at the very beginning of the world. 84 84 
Underneath the waves in those dark and unfathomable depths, 96 96 
the temperature does not change. Things are perpetually as ios ios 
they were in the beginning. Passing ice floes, the torrid, 120 120 
fiery sun—nothing seems to affect the temperature beyond a 132 132 
relatively few feet below the surface. A number of unknown U4 m 4 
"sea monsters" have existed in these immeasurable depths as U6 U6 
unvaried as the temperatures or the vast oceans themselves. i6 8 168 

_1_2 - 3 -4- 5 -6-7- 8 - 9 - 10 -11- 

Y 

46-2 Cataclysms which constantly affect land creatures have left 12 iso 
these monsters of the deep as they have always been through 24 192 
the centuries that have passed. These original denizens of 36 204 
the deep have probably not perished. Even today, the whale 48 216 
carries four legs within his body. The legs remind us that 60 22 s 
the whale must have been a terrestrial animal, stalking its 72 240 
prey as it battled with the mastodon or the great dinosaur. 84 252 
Every animal in zoos has its own particular disposition. A 96 264 
rhinoceros, as if his amazing ugliness were not enough, has ios 276 
a perpetual grouch and a quick, "jumpy" temper. The zebra, 120 288 
a native of Africa, is reluctant to be bothered by learning 132 300 
any of the circus tricks. He is rather quick with his hind W 4 312 
legs and, because of his black-and-white striped coat, does is* 324 
remind one of a convict. He is really not a desirable pet. us 33 6 

_ !_2_3-4-5-6-7-8-9-10-11- 

Concentration Drills 

to DEVELOP concentration Paragraphs tor Concentration 46 






UNIT 



First-Finger Strokes 


All words in the first two groups—47-1 and 47-2— 
consist of letters struck with the first fingers only. The 
remaining groups emphasize first-finger strokes in 
combination with other strokes. 


47-1 hut tug fry buy guy tub urn mum jut rub hub try fur bun gun 

nut mug jug rut hum tun fun bug gum nub run hug but gnu rum 

burn rung hunt turf jury fury muff grub numb bunt runt hymn 

47-2 tuft butt myth huff bury burr hurt thug hung buff ruby turn 

brunt thumb grunt rutty furry huffy nutty jutty buggy thrum 

gruff rummy muggy funny hurry burnt truth gunny myrrh bunny 

47-3 bar gob jam tar bit jar far bin jay fir big job tan boy jog 

ran bay jot fan bye joy hat gem jab art get may put got met 

hay hem mud van her bag hot bib ivy bog sun our ton tin hit 

47-4 army from must barn fort brim mart curt menu very huge busy 

fund high farm fang just fern ring frog grab firm grin barb 

form glum horn trim jump bath four lung bent herb jute mint 

47-5 gusty bring thing strum sunny baggy gumbo berry bumpy ferry 

fight forty gaunt mirth right forth grant might girth tight 

fifty gamut jimmy graph thong night thorn thump thyme throb 

47-6 hungry humbug humbly tuber fully mummy hubbub rhythm grubby 

gritty groggy gypsum month mount jaunt future gantry butter 

bright fourth bubbly haunt grimy gravy unjust injury eighty 


OPTIONAL PRACTICE 


47-X 


Every word 
contains at 
least one 
first-finger 
stroke. 


Try to rub these four rag rugs in the tub in the high barn. 
Mules bore the brunt of removing huge guns from that field. 
Rust or dust may harm guns unless removed from the barrels. 
Never hurry when typing; take the time to write every line. 
The two thugs entered just before the bells rang the alarm. 
The gruff watchman at the corner bank fired those big guns. 
Gales tore at ropes holding tugs in the berths on the gulf. 


TO DEVELOP CONCENTRATION 


Drills for Each Finger 

First-Finger Strokes 47 




UNIT 



When you type these words, you will be making 
at least two second-finger strokes in each word. 
Remember to draw your finger back slightly for 
c and to straighten your fingers for e and /. 


48-1 kid eke ice die fee hid rid vie see mid lid cud bee eel aid 
ode tie kit den ire did fed hie red dim lie cue bed ere ace 
odd tee keg add ink due lee cod eve irk elk dig led ewe wed 

48-2 rice neck nick ride need hike keel peel seek kink seep knee 
edit dice deck bide reed like keen reel leek kind idea nice 
peck beck pick hide deed pike keep feel meek sick side heed 

48-3 dike heel peek wick tide seed feed kick wide weed week tick 
elite cider siege elect caked since eject cease sleek edict 

check slick cheek stick chide slice chime acted chief chive 

48-4 edged scene alike kedge adieu brick hence ledge needy price 

twice wedge hedge melee defer eerie creek ketch seize thick 

niece piece dense erect index kneel sieve adder peace deter 

48-5 recite degree deject creed peeve ridge kidney pickle picnic 

secede needle tierce aside cited ached recede decree deckle 

cookie encode incite acrid suede trick ticket recipe decide 

48-6 detect cheese encore quick denim eider indict redeem decade 

device chicle reduce aerie idler beech deceit dredge coerce 

decode deduct credit cried beige civic deepen deface critic 


OPTIONAL PRACTICE 


48-X 


Emphasis on 

second-finger 

strokes 


The editor of the children's department printed the poem in 
the special edition of the booklet. The rich little maiden 
was forced to diet while on the cruise on the Mediterranean 
Sea. In reverential silence the people lining the sidewalk 
did wait for their leader to drive by in his carriage. The 
wide chink in this adobe fence is caked with cement to keep 
out winds. These citizens ceded their homeland to enemies. 


TO DEVELOP CONCENTRATION 


Drills for Each Finger 

Second-Finger Strokes 48 




UNIT 



These words were carefully selected because they 
contain a high percentage of third-finger letter 
strokes—the letters w, s, x, o, and I, together with 
the double letters ss, oo, and II. 


49-1 all wax sob sod ill lop was son old lax woe saw now lob woo 
bow box lot cow coo own how too sew mow owl who row sow low 
tow won sly vow log six zoo two sol owe oil soy fox sot sop 

49-2 loll bolo moss look blow show loom bowl slaw loop doll slow 
loot poll stow lose toll scow loss toss snow lull tool soil 
lass pool solo lost polo sold boll plow soot boss roll soon 

49-3 sole soul will well sell wolf sill cool silo cowl sloe fool 
slog fowl slot flow wood also woof glow wool howl wall jowl 
holly hello knoll moose prowl locus loose lotus loyal lasso 

49-4 lotto folio flood floor scoop snood salvo solve whole spoil 

whoop spool whose spoon world scoot spoor would scowl swell 

phlox shoal oxbow cello shook works close shoot sword clown 

49-5 color dolor twill cross droll solon igloo dross stall allot 

dowel shall allow gloom silly alloy gloss sally aloof goose 

gross growl vowel slope blood sloth bloom solar boost vowel 

49-6 fossil follow lesson sloop still stole lessor scroll school 

sorrow sallow borrow stoop stood spill willow wallop wallow 

wholly pillow poodle swoon swoop oxbow mellow tallow hollow 


OPTIONAL PRACTICE 

49-X Two rare old rose bowls were found by the monk close by the 
Emphasison wall of the old church, where they had been lost during the 

strokes" 8 ** onslaught of the barbarous warriors. Oxen were used by the 
pioneers when crossing the wild country which stretched out 
from the plains to the Rocky Mountains. This local golfer, 
as all others, was constantly trying to make a hole in one. 
My six pairs of sox were boxed in gold paper-covered boxes. 


TO DEVELOP CONCENTRATION 


Drills for Each Finger 

Third-Finger Strokes 43 




UNIT 



These lines have been carefully prepared to help 
you develop stroking skill and ease with the little 
finger of each hand. Each three-line group also 
contains all letters of the alphabet. 


50-1 sip car lap has ear may sad pan say asp sea law jam act wad 
adz cap mad qua tax sap pay dab sag gas spa ban cup bad tap 
fad cab top bay lag map ray wag apt paw are lad ask par ail 

50-2 quay cape pale quiz park ooze quip pack zeal lazy path zany 
chap pave buzz palm tape daze flap coax faze knap wrap haze 
paid jazz pass span pail page spar pane trap raze past pipe 

50-3 glaze zonal patty graze qualm paste hazel spear quaff maize 

quake patch quash spray plaza amaze banjo vapor razor speed 

azure squat place topaz squaw craze paint extra patio zebra 

504 gauze space panda speck jaunt squad quail spade panel swarm 

apple party vapid squab equal spice panic spark exact spike 

speak proof quota paper spasm spine peace spare parch quart 

50-5 muzzle ablaze hazard apply payee savor azalea dazzle wizard 

buzzer expand assize plank place spend happen fizzle stanza 

puzzle nozzle piazza aspen rajah spire sizzle quartz guzzle 

50-6 bazaar paddle jaguar spite query spool zodiac pagoda escape 

palace varied pamper quake spoil quest palate sprawl plough 

pacify scrape mishap spoke queen spoon papaya unwrap pickax 


OPTIONAL PRACTICE 


50-X 


Emphasis on 
fourth-finger 
strokes 


As clear raindrops pattered down, quaintly attired citizens 
raced or walked anxiously toward a large public plaza where 
that zealous preacher prepared to present prizes to excited 
pupils of a local academy. Quails quickly swarmed across a 
pebbly road into a mass of leafy plants till a group of six 
hikers zigzagged to the quiet of the apple orchard. An owl 
deceptively masks its low mentality by a quizzical silence. 


Drills for Each Finger 

Fourth-Finger Strokes 50 


TO DEVELOP CONCENTRATION 




UNIT 



Paragraphs Stressing 
Each Finger 


In each of these paragraphs you will find several 
words that are seldom used. Those words may reduce 
your typing speed, but they will help to develop 
your ability to concentrate. 


51-1 Rhythm, harmony, melody, and symphony are often symbolic of 12 12 
First, music; its principal component, however, seems to be sound. 24 24 
stress While sound includes noise, no one considers it to be music 34 36 
unless some kind of orderly sequence of notes emerges. The 48 48 
person who can read these notes may interpret the melody by 60 «o 
utilizing any one of various musical instruments available, 72 72 

among which are the piano, violin, saxophone, and trombone. 84 84 

- 1 - 2 - 3 -4— -5- 6 -7- 8 -9- 10 -It- 4 

51-2 There are over fifty different kinds of deer, very graceful 12 96 
second- animals existing in almost every section of the world. The 24 toe 
stress largest deer are the moose, about six feet in height, found 36 120 
in the northern part of this hemisphere. The horns growing 48 132 
on the head of deer are called antlers, which they will use 60 m 
when attacked; antlers are shed and then renewed each year. 72 156 

Often deer become tame enough to be fed milk from a bottle. 84 168 

_|_2-3-4-5-6-7-8-9-10-—11- 4' 

51-3 Galaxies are star systems so large that their diameters are 12 iso 
Third . marked off in light-years. Each light-year is the distance 24 192 

stress that light travels in one year, which is about six trillion 36 204 

miles. The billions of galaxies that are existing in space 4 8 21 * 
are either elliptical, irregular, or spiral in shape. That 60 22 s 

galaxy, or star cluster, to which our sun belongs is spiral 72 240 

in shape and, as it rotates, it looks like a vast pinwheel. 84 252 

_)__ 2 _3- 4 -5-6- 7 -8-9-10-11- 4 

51-4 Quartz is a common variety of mineral that is found in many 12 264 
Fourth- rocks. Aside from such rare minerals as diamond and topaz, 24 27 * 
stress no ordinary mineral is any harder than quartz. Not altered 36 288 
by water and resistant to most acids, it has great economic 4 8 300 
value. Because frequency vibrations of quartz crystals may 60 312 
be varied by changing the thickness of the crystal, a broad 72 324 
range of significant electronic applications is attainable. 84 336 

- 1 -2-3- 4 - 5 -6-7-8-9-10-11- 

Drills for Each Finger 
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UNIT 



In order to type numbers and characters accurately, 
you will need a high degree of concentration. 
Because this material lacks the thought content of 
other writing, you must read carefully. 


52-1 295 plus 187 plus 364 minus 590 minus 75 minus 83 equals 98 

Mason & Flynn; Keller & Co.; 4*' x 8£'; 12 o'clock; #015738 
49%; 4:30 p.m.; 1/6; 2 \ acres; #158-A; it's; "paid"; $28.75 

52-2 125 dozen @ $15.64; 10 gross @ $278.40; 240 units @ 83-1/30 

Check on order #1753-B, dated May 28, amounting to $935.87. 
Ray said: "The clerk uttered, 'None today;' then he left." 

52-3 For and for "0", shift on 2 and 6 on electric machines. 
On manual typewriters: ";" finger for the "0" and the . 
You may use the underscore to emphasize words or sentences. 

52-4 Use the (/) for fractions not on the keyboard: 1/8, 11/12. 
Separate dictator's and typist's initials with (/): JA/LR. 
To indicate omitted words: prefer . . . instead of * * * . 

52-5 Informal dash: a hyphen (-) with a space before and after. 
The formal dash: two hyphens (—) with no spaces anywhere. 
Either way is correct for mixed numbers: 12 1/3 or 12-1/3. 

52-6 Send 6£ dozen of #98, subject to discounts of 25% and 12£%. 
Is it right? They are fragile . Send 5 dozen to Mull & Co. 
They quote pads as follows: Lots of 500 @ 120; 1,000 @ 90. 


OPTIONAL PRACTICE 


52-X 


Review of all 
figures and 
characters 


The typist used the asterisk (*) to designate the footnote. 
Don't mix \ or £ with "made" fractions, such as 9/10, 1/12. 
A 25% discount on 84 books @ $5.48 each amounts to $115.08. 
O'Brien & Jackson, our patent lawyers, will arrive at 1:30. 
Our last year's taxes on lot #8-A in block 47 were $637.50. 
Note this reduction : Item 27-C, from 720 each to 540 each. 
144 items @ $3.52; 75 items @ $1.83. Is the total $644.13? 


Special Characters and Numbers 

Characters and Misters 52 


TO DEVELOP CONCENTRATION 




UNIT 


Paragraphs with 
Characters and Numbers 


To type the paragraphs in this unit accurately, you 
must cut down your speed. Concentrate! Each para¬ 
graph contains all the figures and all the special 
characters that are found on the standard keyboard. 


53-1 Quinn, Jarvis & Ziegler's billing department instructed its 
typists to use the #10 envelopes, which measure 9-g-" by 4^". 
If necessary to indicate "care of" in addressing envelopes, 
the typists were asked to do so by typing the sign c/o ; but 
never to type the cent sign (0) or the percent sign (%) for 
this purpose. They were told to show prices of articles by 
using the sign for "at" and to use the apostrophe when they 
needed to designate feet, as shown: 5 Apollo rugs 6' x 9^' 
@ $37.80. In addition, they were to indicate any reference 
to a footnote by placing the asterisk (*) at the end of the 
item in the statement. To type any fractions which are not 
on the keyboard, they were to use the (/); as, 1/10. (Some 
typists type 1/2 or 1/4 rather than \ or Why? The two- 
part fractions are clearer, and carbons are more readable.) 

53-2 Please refer to our purchase order #1573-0, dated March 28, 
in which we asked you to send 16^- gross of #86 stenographic 
pads (spiral bound), 10 gross of #LL-158 three-ring binders 
(8| x 11), and 840 reams of 16# white typewriting paper, to 
Bates & Sons, Stationers, 756 North Atlantic Avenue, Omaha, 
Nebraska 68105. Since your invoice #01738, dated April 14, 
was paid on April 21, we deducted 2% discount, as the terms 
read: "2/10, 1/20, n/30." However, your monthly statement 

shows a balance due you of 960. Did our bookkeeper make an 
error? We note that the (*) precedes the balance due; does 
this symbol have anything to do with the amount? We should 
appreciate your explanation. Incidentally, do you give any 
quantity discount on item #JZ-949, listed @ $1.38 each? We 
refer to your current catalog listing (it's dated March 1). 


TO DEVELOP CONCENTRATION 


Special Characters and Numbers 

Paragraphs with Characters and Numbers 53 




UNIT 



Sound-alike Words 


Two words that are pronounced alike or nearly alike 
are often the cause of typing errors. The drills in this 
unit will help you to avoid errors in typing these 
words. Concentrate! 


54-1 bread bred accept except pole poll currant current knot not 
aloud allowed stake steak stationary stationery steal steel 
chord cord doe dough weather whether hail hale either ether 

54-2 ate eight feat feet lacks lax presence presents altar alter 
sighs size miner minor caught cot berth birth cymbal symbol 
hoarse horse mail male patience patients ring wring one won 

54-3 device devise in inn oar ore rote wrote knows nose done dun 
access excess correspondence correspondents council counsel 
coarse course plain plane peace piece hair hare aught ought 

54-4 find fined some sum choir quire principal principle son sun 
chews choose ordinance ordnance instance instants rose rows 
close clothes cannon canon complement compliment wood would 

54-5 canvas canvass capital capitol advice advise know no of off 
their there write right hear here forth fourth billed build 
flour flower ascent assent hole whole pail pale grate great 

54-6 pair pare pear hew hue you gnu knew new caller collar color 
cent scent sent to too two carat caret carrot for fore four 
I aye eye raise rays raze decent descent dissent sew so sow 

OPTIONAL PRACTICE 

54-X We guessed our guest would arrive soon. We lost an hour of 
our allotted time. My injured heel was slow to heal. This 
guide led us to a lead mine. My box of cereal is imprinted 
with a serial number. You may lose the contents if the cap 
is loose. The ride to the fair requires payment of a fare. 
I know of no cause for alarm. James has not seen that last 
scene. The seller took the buyer into the concrete cellar. 

Sound-alike Words and Related Contrasts 

Sound-alike Words 54 


TO DEVELOP CONCENTRATION 




UNIT 



For accuracy in typing the pairs of words in this unit, 
your eyes should focus on each letter. Errors are 
often made on these familiar words because most of 
the letters are the same. 


55-1 ever even next text tight right renter render squeal sequel 
you your they the them then with which may my intend intent 
absent absence crumble crumple cloth clothe notices noticed 

55-2 vibrate vibrant lowest lowers lessee lessor success succeed 
simple simply affect effect though thought contact contract 
confident confidence guest gusts bazaar bizarre start stars 

55-3 give gave dessert desert word work horse house chose choose 
defense defend volley valley regular regulate trader trades 
county country cartoon carton pastry pastel bullion billion 

55-4 none noun think thing selling ceiling turn tune being bring 
employer employees through thorough cool cold bitter bidder 
comment commend dignity dignify charge change became become 

55-5 them then quartz quarry eliminating elimination knows known 
all ready already bookkeeper bookkeeping men mean best test 
accent ascend daze gaze frame famed clear clerk quiet quick 

55-6 personal personnel later latter easy easily farther further 
tried tired hardly hardy necessary necessarily party partly 
realty reality market marked excellent excellence form from 

OPTIONAL PRACTICE 

55-X I intend to carry out my original intent. His absence will 
be recorded each day he is absent. A bizarre sight greeted 
us at the bazaar. The inn at the edge of the desert always 
features desserts. The artist decorated each carton with a 
different cartoon. The employer will pay his employees for 
working overtime. If you are all ready, it is already time 
to go. Send to market the two cases marked with red paint. 

Sound-alike 'Words and Related Contrasts 

Contrasted Words 55 


TO DEVELOP CONCENTRATION 





Even stroking will enable you to type double letters 
accurately. Maintain your rhythm by typing both 
letters at the same rate of speed. Avoid speeding 
up as you type the second letter. 


bb 56-1 ribbon cobbler rubber quibble pebble robber hobble scribble 
cc accord acclaim occasion accomplish accompany accurate occur 
dd peddler saddle reddish middle hidden rudder sudden addition 

ee 56-2 proceed guaranteed engineer greeted indeed agreement needle 
ff different official effort taffy difficult traffic efficient 
gg soggy shaggy nugget juggler baggage toggle druggist stagger 

II 56-3 college wallet yellow alligator allow dollar collect valley 
mm comma immune hammock swimmer immense summary grammar common 
nn connect banner announce flannel pennant manner annex annual 


56-4 food good wooden took tool pool noon room floor loose broom 
apple upper appear apply oppose happen supply copper supper 
arrange correct current arrive narrow carrot corridor error 

56-5 lesson asset assistant assume professor fussy glossy gossip 
better matter attain bottle cottage written clutter shatter 
nozzle dazzle drizzle puzzled sizzle buzzard frizzle piazza 


56-6 ebb add odd bee fee see tee off egg all ill inn too zoo err 
free flee knee tree mass pass miss loss moss toss less burr 

Terminal 

double letters press class spill grass staff guess brass three floss dwell 


OPTIONAL PRACTICE 


56-X 


Multiple 
double letters 


aggressive buffoon cassette suppressed innkeeper addressing 
sleeplessly belladonna coolly commandeer commissary balloon 
bulletproof misspelling doorkeeper accommodated unnecessary 
gleefully offshoot oppression arrowroot possession roommate 
accessory foolproof booksellers annually assessor appellate 
footstool succeed accessible roomettes arrowwood needlessly 
cesspool beekeeper bittersweet heedlessly schoolroom a-_* 


TO DEVELOP CONCENTRATION 


Double Letters 

Double Letters ^oras 56 




UNIT 


Double Letters 
(sentences) 


Each of these sentences was carefully written to 
include at least four double letters. Remember to 
keep an even rhythm by typing each double-letter 
sequence with the same tempo. 


bb 57-1 The robber swabbed the toe that he had stubbed on a pebble. 
cc Rebecca accepted the vaccine my accountant had accumulated, 
dd Daddy asked his buddies to add reddish dye to that pudding. 

ee 57-2 The engineers did agree to hold a speedy meeting next week, 
ff All of these stiff tariffs baffled the efficient officials. 
g g The druggist struggled with baggage he lugged to the buggy. 

II 57-3 Della did finally sell those jars she filled full of jelly, 
mm Emma had slammed an immense hammer on my thumb last summer. 
nn Announce that he lost some flannel pennants near the annex. 


57-4 A few loud booms at noon soon shook my wooden floors loose. 
He tripped over some copper wire while shopping for apples. 
We hurriedly put a mirror in the corridor after he arrived. 

57-5 Jesse had discussed the essay on chess with his fussy boss. 
The attic was cluttered with kettles and shattered bottles. 
He got dizzy by muzzling the grizzly bear during a drizzle. 


57-6 Pay the fee at the inn if you are too ill to go to the zoo. 
Do not miss the ball she will toss if you wish a free pass. 

Terminal 

double letters Ask your class to spill no glass polish on the brass press. 


OPTIONAL PRACTICE 

57-X A crabby cobbler gave an accordion to the accountant. That 
engineer agreed that puddles add to skidding hazards. Jeff 

Review of 63 

double letters struggles and staggers through baffling traffic. Tommy may 
enroll at college to study grammar. Ann announced she will 
soon cook. He hurriedly wrapped the apples and berries. A 
chess expert assisted us with the lesson. The attorney was 
quizzing the puzzled knitters about the butterfly patterns. 

Double Letters 

Double Letters (sentences) 57 


TO DEVELOP CONCENTRATION 




UNIT 


Double Letters 
(paragraphs) 


These paragraphs will give you practice in typing 
copy that contains a large number of double letters. 
When you have typed these three paragraphs, you 
will have typed 108 words with double letters! 


58*1 The keeper of the Sleepy Hollow Inn accused the poor Yankee 12 12 
peddler of attempting to leave the inn without payment of a 24 24 
small fee which he asked for the gloomy little garret room, 34 34 
the uppermost room in the old part of the inn. The peddler 48 4 » 
had hurriedly left his barren room and staggered out of the 40 40 
back door. When the porter and the keeper heard a clatter, 72 72 
they peered out into the deep darkness of the narrow alley. 84 84 

_,_2_3- 4 -5- 4 - 7 - 8 - 9 - 10- 11- | 

58-2 As the porter saw the fleeing peddler, he dashed after that 12 94 
eccentric old fellow. When the running man was not willing 24 ios 
to stop, the keeper did seek to halt the peddler by calling 34 120 
loudly. The porter finally came close enough to attack the 48 132 
fleeing peddler from behind with his light staff. This did 40 
cause the runner to totter, stagger, and fall in the middle 72 ,54 
of the alley. The porter called the innkeeper immediately. 84 ua 

_,_2_3 - 4 - 5 - 4 - 7 -8-9-10-11- | 

58-3 They summarily carried the quizzical old villain out of the 12 no 
alley and into the inn, putting him down on a rather shabby 24 192 
settee. For about fifteen minutes the bedraggled-appearing 34204 
old fellow lay immovable. Finally, to the relief of all of 48 21 * 
those anxiously watching, he stirred rather feebly. As the 40 22 * 
poor fellow gradually regained consciousness, an expression 72 240 
of terror came into his eyes. He sobbed about some robber. 84 2*2 
The innkeeper then recalled the story of the highway bandit 94 244 
who had been followed to the inn, to the exact little attic ioa 274 
room, and there had been mortally wounded. There seemed to 120 2 8 s 
have been rumors that the spirit of the robber occasionally 132 300 
was seen running about in the narrow hallway leading to the m 312 
little room, terrorizing occupants, but committing no harm. 154 324 
The terrified peddler was finally coaxed back into the inn. i«s 334 

_,_ 2 _3-4-5- 4 - 7 -8-9-10-11- 


TO DEVELOP CONCENTRATION 


Double Letters 

Double Letters (paragraphs) 





UNIT 



One-hand words will tend to slow down your typing 
rate. The drills in this unit will help you to build up 
your speed by strengthening your control of one-hand 
fingering patterns. Strive for accuracy. 


59-1 eraser polo referee pylon reverse poll actress pinion steer 
Alternate hands deserve unhook baggage loom carefree lollipop reserve knoll 
reward monopoly abstract hymn vacated million revert limply 


59-2 retread jolly trade oily acetate ink swerve lull detect you 
3nds defer link garage lily cascade join veer hop creased hominy 
affect lion excess pin restate onion tattered imply extract 


59-3 on in no up lip inn joy ill him you mop ply upon lop poplin 
jump look pump pulp hook plum hull uphill union plump jimmy 
pompon pumpkin hilly puppy unpin poppy pupil nylon loop pun 

59-4 wedge excavate regard tract agree scarce debate fever greed 
zest career verb beverage wear effect retreat target access 
severe drawer freezer zebra crest vertex breeze wrest eaves 


59-5 regret traverse aggregate sweater dresser fewer grab retard 
tact asserted scatter draft cede badge weeds exceed retrace 
terse address steadfast drab feed grease barrage wed recess 


59-6 John avers raw cabbage affects him; feed him a sweet onion. 
I agree you deserve awards; you create scarce abstract art. 
As you traded serge dresses, we imply you wear tweeds only. 


OPTIONAL PRACTICE 


59-X 

Emphasis on 
one-hand words 


We were served bread, hominy, pumpkin pie. A deer raced up 
a hill and into a cave as he saw a dreaded lion. Hook up a 
pump to extract beverages. A greedy actress created an egg 
monopoly. Geese are scared and scatter as a steer staggers 
upon a grassy acreage. Grease, oil, and ink defaced my red 
sweater. Gerard wrested a lollipop from the jolly referee. 
My pupils exaggerated a freeze effect upon asters and mums. 


TO DEVELOP CONCENTRATION 


One-hand Words 59 




TO STRENGTHEN TYPING TECHNIQUES 


When you change from a manual type¬ 
writer to an electric machine, you will have 
to accustom yourself to changes in key loca¬ 
tions. The beginning units in this section 
provide the practice material you need to 
make that transition. 

Five units develop tabulating technique. 
You will acquire skill and build speed in typ¬ 


ing copy in columnar form without needing 
to pay attention to vertical placement. 

Individual units in this section will give 
you intensive practice in returning the car¬ 
riage and in spacing. The remaining units 
give instruction and practice in three often- 
neglected skills—dividing words, using punc¬ 
tuation marks, and typing from rough draft. 


Manual to Electric 
(paragraphs) 


The first of these paragraphs explains some of the 
features of an electric typewriter. The other para¬ 
graph introduces you to the techniques involved in 
making the change from a manual to an electric. 


60-1 The easy and speedy carriage return on the electric machine 12 12 
is one of the time-saving and energy-saving features. When 24 24 
the tabulator is depressed on the manual machine, it cannot 36 34 
be released till the carriage stops; on the electric, it is 4 s 48 
released immediately. It is quite difficult (and sometimes 60 40 
almost impossible) to type multiple carbon copies on manual 72 72 
machines; on electric typewriters, little effort is needed. 84 84 

_!_2_3-4-5- 6 -7-8 -9-10-11- | 

60-2 Students who have made satisfactory progress in learning to 12 9 4 
type on manual typewriters should have almost no difficulty 24 io 8 
in making the change to an electric machine. Actually, the 3 6 120 
chief difficulty involves the finger stroking. Because the 48 132 
depth of the stroke has been reduced considerably from that 60 i 44 
of striking a key on the manual machine, sometimes students 72 u 4 
will become slightly nervous and, as a result, may cause an 84 i 48 
unwanted character to strike. To lessen the possibility of ? 6 iso 
making this type of error, one should first get used to the ios 192 
short, light stroke required on electric typewriters before 120 204 
making any attempt to type at normal speed. The pupil must 132 2 i 4 

also adjust to the electric carriage return, which requires i 44 22 s 

the use of the (;) finger, lightly and quickly. The change im 2 « 

in the location of several symbol keys is shown in unit 61. us 252 

_ ] _ 2 -3 - 4 - 5 -6- 7 -8--9-10-11- 

Manual-Electric Change Over 

to strengthen typing techniques Manual to Electric (paragraphs) 60 






UNIT 

61 


Different Key Locations 
(drills) 


Use a half sheet of paper—8!/2 inches wide by 5Vi 
inches deep. Start one inch from the top. Type each 
line twice with single spacing; double-space after 
each two-line group. 


61-1 ELECTRIC Rest fingers on home keys very lightly, with 
palms parallel to keyboard slope. Use light tap to activate the 
type bars. Return carriage lightly and quickly by depressing 
return bar or key; return finger to home position immediately. 



» Apostrophe 

. T . 

y > 

i . i 

; 

Quotation 

Marks 

. If • 
y y 

• M • 
y y 

@ At Sign 

s@s 

s@s 

0 Cents Sign 

j 60 

j 0 j 

* Asterisk 

k8* 

k*k 

_ Underscore 

y 

y y 


81'; can't we'll won't; 6 o'clock; don't; Joe's 
;"; "par" "page" "appear" 12" 36" 3'6"; 24^-" x 36^-" 
@s@; two @ 26; 22 @ 20; 292 @ 9.2; 2 @ fifty; 5 @ 8 
0j0 560 650 660 60 50 70 750 6.50 6.70 770 660 7.50 
*k* 87* 78* 88* 8* 6* 7* 86* 8*8 *8* 3*8 *83 *8 38* 
; p - p- — pep pop pup ; _; repeat ; propel ; 


61-2 MANUAL Curl fingers so that they just touch the home 
keys. Strike each key sharply. Return carriage with left hand, 
using a quick, short stroke; return fingers to home position 
immediately. 



0 Cents Sign 

;0; 

;0; 

@ At Sign 

;0@ 

0@0 

it Quotation 
Marks 

s2" 

s2" 

__ Underscore 

j6_ 

j6_ 

t Apostrophe 

00 

00 

* Asterisk 

• 

• *_ 


22" 2" 92" 292" "s" "saw" "laws" "flaws" "west" 


'8' 8' 8^-' it's I'm I'll junior's she'll isn't 88's 
spar* part* *stars* 125* 250* 500* pa* apt* 


Manual-Electric Change Over 

Different Key Locations (drills) 61 


TO STRENGTHEN TYPING TECHNIQUES 





UNIT 



Different Key Locations 
(sentences) 


For the tabulation at the end of this unit, set four 
tab stops at 13-space intervals from the left margin. 
To tabulate on the electric, touch the tab bar lightly 
and return at once to home position. 


62-1 "Frank's brother said, 'I can't arrive before 12 o'clock.'" 
unit62contains Why did you bill them for 144 @ 63^0 instead of 146 @ 62-y0? 

andsymbols. s Use (*) for your footnote and (***) for your word omission . 

62-2 Send Security World (a financial weekly) to Keller & Flynn. 

Use the (') for letter or figure plurals: 12 x's; six C's. 

I've sold 12 chairs @ $15, 10 rockers @ $38, 6 desks @ $96. 


62-3 Compute their cash discount (2%) on 1,728 items @ 760 each. 
We're told he's 6-1/3 feet tall. The winning time was 48". 
Items marked with (*), 80 less; items underscored , 60 less. 

62-4 Type (*) after your subtotals; type (**) after your totals. 
Ship 5,000 #24 envelopes @ 90 and 3,000 #16 envelopes @ 50. 
"I'm at the museum," he said, "so let's see Allen's mural." 

62-5 Do underscore for emphasis even if you use CAPITAL LETTERS . 
Which will cost more: 628 boxes @ 820 or 826 boxes @ 62^0? 
Brand "A" is 65^0; brand "AA" is 76|0; brand "AAA" is 86^0. 


augment 

bicycle 

disobey 

enchant 

entitle 

nemesis 

ancient 

divisor 

antique 

dormant 

apricot 

suspend 

signals 

audible 

icicles 


OPTIONAL PRACTICE 

62-X Not all symbols are in the same location on both the manual 
typewriter and the electric typewriter. There are just six 
symbols in different locations (', ", 0, and *). The 

only key with two symbols on it is controlled by the little 
finger of the right hand. On a manual typewriter, this key 
involves the (0) and the (@); on an electric typewriter, it 
involves the (') and the ("). Drill to know new locations. 

Manual-Electric Change Over 

Different Key Locations (sentences) 6 2 


TO STRENGTHEN TYPING TECHNIQUES 




UNIT 



Different Key Locations 
(paragraphs) 


These paragraphs will give you practice in typing 
copy that includes all the figures and all the key¬ 
board characters. They are not intended for use as 
timed writings. Concentrate on accuracy. 


63-1 Is there an error in your invoice #675, received in today's 
mail? Instead of billing us for 1,000 R & ESS clips @ 750 , 
you charged us for 1,000 R & ESS clips @ 850. We've tagged 
this item by circling " 850 " in red ink and are sending your 
invoice back in this afternoon's mail. Since we're anxious 
to pay this invoice within the 10-day cash-discount period, 
please send us the "corrected" invoice as soon as possible. 

63-2 Enclosed is the price list to accompany this year's special 
spring catalog. All items marked with one asterisk (*) are 
subject to a 10% discount ; all the articles marked with two 
asterisks (**) are subject to a 20% discount . Note that we 
do have the hard-to-get panels, 8-3/4' by 4', although they 
are marked in the price list "not always available." If we 
receive your order before Saturday, we know we can fill it. 

63-3 After the market's close , I called our stockbroker's office 
and placed a "buy" order for these securities, to be bought 
at the opening prices on the next business day: 100 shares 
of Transistors, Inc.; 100 shares of Electronic Research; 50 
shares of North-South Plastics; 50 shares of Alco Machines. 
Confirmation of these purchases reached me by mail within a 
week. The broker purchased 100 shares of Transistors, Inc. 
@ 12#; 100 shares of Electronic Research @ 7#; 50 shares of 
North-South Plastics @ 9; 50 shares of Alco Machines @ 15#. 
The asterisk (*) placed after the total on each of the four 
invoices indicated that a charge of 3#0 per share (transfer 
tax) was included. I sold two_ of these securities within a 
week, as follows: 100 shares of Electronic Research @ 10#; 
50 shares of Alco Machines @ 17. The sales netted me $375. 


TO STRENGTHEN TYPING TECHNIQUES 


Manual-Electric Change Over 

Different Key Locations (paragraphs) 63 




To get maximum benefit from this practice, type each 
of these tabulations twice, using different settings for 
the two typings. Each tabulation contains all the 
letters of the alphabet. 


64-1 Use double spacing. Start typing on line 7 from the top 
edge. Double-space three times after the first typing. 


FIRST TYPING 

fun 

but 

tub 

ten 

kid 

Left margin 
setting: 

ice 

try 

fur 

buy 

did 

cry 

Pica—21 

Elite—29 

jug 

nut 

din 

him 


bid 

hut 

dry 

hit 

bit 

7-space 

intercolumns 

hub 

rye 

jut 

get 

beg 


ere 

hid 

ire 

fry 

gum 


rum 

lid 

the 

qua 

yet 

SECOND TYPING 

rid 

owl 

hue 

ray 

urn 

Left margin 

add 

ink 

kit 

fed 

dim 

setting: 

Pica—25 

tug 

hem 

fin 

den 

guy 

Elite—33 






rim 

bun 

adz 

eke 

die 

5-space 

intercolumns 

fox 

vie 

see 

pie 

too 


64-2 Use double spacing. 

Start typing on line 7 from the top 


edge. Double-space three times after the first typing. 


FIRST TYPING 

bowl 

wall 

year 

wait 

pace 

Left margin 

hour 

know 

next 

were 

slow 

setting: 

Pica—22 

Elite—31 

volt 

wise 

some 

with 

less 

side 

list 

best 

will 

feel 

5-space 

intercolumns 

wind 

wand 

wend 

once 

more 


hook 

such 

home 

come 

snow 


lazy 

mill 

lost 

west 

nest 

SECOND TYPING 

head 

raze 

sell 

zone 

pole 

Left margin 

poem 

maze 

join 

haze 

pack 

setting: 

Pica—16 

oxen 

boat 

quay 

quit 

park 

Elite—25 

text 

maps 

cask 

moss 

quiz 

8-space 

intercolumns 

isle 

sign 

seem 

tell 

noon 



TO STRENGTHEN TYPING TECHNIQUES 


Machine Manipulation 

5-column Tabulations 64 




4-column Tabulations 


Type these tabulation drills with double spacing. 
Each tabulation that you will type in this unit contains 
all the letters of the alphabet. 


65-1 Type this tabulation twice. Start typing on line 12 from 
the top. Double-space three times after the first typing. 


Left margin 
setting: 

print 

clerk 

carry 

stand 

ready 

Pica—23 

Elite—32 

while 

works 

again 



needs 

wants 

cover 

stamp 

6-space 

intercolumns 

clean 

clear 

point 

theme 


first 

eight 

thank 

wreck 


above 

j ewel 

where 

pound 


amaze 

train 

serve 

looks 


bring 

start 

hears 

elect 


quota 

crane 

relax 

frost 


tweed 

oiled 

brain 

greed 


65-2 Start typing on line 18 from the top. For the optional sec 


ond typing use 

a separate sheet of paper. 


Left margin 
setting: 

either 

behind 

estate 

prompt 

almost 

spring 

Pica—18 

Elite—27 

tokens 

assure 


oblige 

8-space 

intercolumns 

follow 

regard 

obj ect 

attire 

bronze 

camera 

dredge 


bought 

friend 

govern 

public 


divide 

enough 

office 

polite 


occupy 

salary 

escape 

avenue 

OPTIONAL 

SECOND 

flavor 

hectic 

invite 

poetic 

TYPING 

itself 

injure 

proper 

people 

Left margin 
setting: 

remain 

refuse 

prefer 

result 

Pica—15 

Elite—24 

motors 

filing 

hotels 

reeled 

10-space 

cities 

orange 

lemons 

search 

intercolumns 

burden 

paused 

travel 

reward 


quests 

except 

beyond 

wagers 


outfit 

placed 

reflex 

season 


TO STRENGTHEN TYPING TECHNIQUES 


Machine Manipulation 

4-column Tabulations G5 




UNIT 



Type these drills with double spacing. Each tabulation 
on this page contains all the letters of the alphabet. 
Note that the columns in the first drill are not uniform 
in width. 


66*1 Start on line 7. Double-space twice after the first typing; 
then change the settings and retype the tabulation. 


FIRST TYPING 

pay 

could 

insist 

dividends 

completely 

Left margin 
setting: 

warn 

more 

buyers 

neighbor 

continue 

Pica—16 

Elite-25 

years 

mirror 

placed 

search 

silent 

3-space 

new 

pretty 

future 

company 

drawings 

intercolumns 

bag 

wiring 

mined 

none 

modern 


beauty 

perfect 

chance 

possibly 

exterior 


barrel 

seats 

trouble 

zealous 

quaintly 

SECOND TYPING 

cost 

insert 

house 

frequently 

slightly 

Left margin 
setting: 

probe 

behind 

lending 

expense 

invested 

Pica-12 

Elite-21 

coin 

divide 

j acket 

actual 

because 

5-space 

foggy 

height 

enter 

grape 

knuckle 

intercolumns 

idea 

join 

motor 

lantern 

receipt 


wagon 

twist 

poem 

sidewalk 

remember 


66-2 

Start on line 9. Double-space twice after the first typing; 


then change the settings and retype the tabulation. 


FIRST TYPING 

either 

behind 

prompt 

almost 

Left margin 

arrest 

estate 

stalks 

spring 

setting: 





oblige 

Pica—20 

Elite—28 

follow 

regard 

obj ect 

7-space 

bought 

friend 

govern 

public 

intercolumns 

divide 

enough 

office 

squall 


occupy 

salary 

escape 

avenue 

SECOND TYPING 

razors 

injure 

proper 

blazed 

Left margin 

remain 

refuse 

prefer 

result 

setting: 




lastly 

Pica—15 

Elite—24 

refund 

excuse 

typing 

10-space 

bright 

others 

during 

yields 

intercolumns 

become 

secure 

assure 

thrown 


secret 

stated 

batter 

powers 


Machine Manipulation 


TO STRENGTHEN TYPING TECHNIQUES 


Multi-column Tabulations 




Tabulations of Numbers 



Use double spacing. Type the figures in the first line 
of a column before back spacing to type the dollar 
sign. Each line in both tabulations includes all the 
figures, 0 to 9. 


67-1 Start on line 7. Double-space three times after the first 
typing; then change settings and retype the tabulation. 


FIRST TYPING 

13 

58 

46 

27 

90 

Left margin 
setting: 

84 

39 

73 

72 

10 

56 

29 

Pica—27 

Elite—36 

80 

14 

65 




45 

68 

23 

70 

91 

5-space 

intercolumns 

56 

73 

82 

10 

49 


97 

84 

63 

15 

20 


50 

37 

92 

48 

61 

SECOND TYPING 

30 

86 

17 

52 

94 

Left margin 

25 

43 

97 

80 

16 

setting: 

Pica—23 

60 

98 

34 

71 

52 

Elite—32 

46 

19 

57 

38 

20 

7-space 

intercolumns 

82 

76 

90 

51 

43 


67-2 

Start on line 7. 

Double-space three times after the first 


typing; then change 

settings and retype the tabulation. 

The 


$-sign is included in the width of each column. 


FIRST TYPING 


$ 21.89 

$ 43.08 

$ 76.15 


Left margin 


23.56 

49.87 

10.06 


setting: 

Pica—26 


25.07 

34.56 

81.39 


Elite—35 


26.96 

41.38 

97.50 


7-space 

intercolumns 


30.56 

21.07 

42.89 




20.14 

82.67 

35.90 




42.13 

14.76 

80.95 


SECOND TYPING 


31.67 

25.19 

48.90 


Left margin 
setting: 


38.51 

47.09 

23.96 

32.45 


Pica—24 


65.75 

81.09 


Elite—33 


78.49 

21.50 

35.69 


9-space 

intercolumns 


25.70 

38.79 

16.45 



TO STRENGTHEN TYPING TECHNIQUES 


Machine Manipulation 
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Type these two tabulations on the same sheet of 
paper. Double-space. Each line of the first tabulation 
contains all the figures, 0 to 9. Use a separate sheet 
for optional practice. 


68-1 Start on line 7. When you 

$11,342.09 

$898.00 

$19,560.72 

$14,190.00 

finish, double-space three times, 
change settings, and then type 

18,119.09 

156.70 

89,235.95 

94,902.05 

the next tabulation. 

32,540.90 

890.00 

65,730.00 

19,452.01 

Left margin setting: 

32,542.56 

91.07 

55,340.05 

18,003.23 

Pica—13; Elite—22 

56,000.78 

119.00 

62,345.00 

99,332.55 

7-space intercolumns 

30,072.00 

890.10 

5,455.81 

6,430.00 


45,102.10 

803.01 

70,109.00 

18,451.06 


68-2 This tabulation contains all letters of the alphabet. To 
type it for optional practice, start on line 16. 

Left margin setting: Pica—9; Elite—17 4-space intercolumns 

OPTIONAL PRACTICE—Left margin setting: Pica—7; Elite—15 6-space intercolumns 

Clayton Morse Co. 629 Morrison Street Des Moines, IA 50389 

Mr. R. F. Hopkins 5508 Proctor Avenue Oakland, CA 94612 

Wilson Candy Co. 181 South Street Baltimore, MD 21202 

The B. Crane Co. 178 Broadway New York, NY 10001 

Jones & Peterson 841 Graham Avenue Quincy, IL 62301 

Mr. Jay Heffner 234 Harrison Street Portland, ME 04107 

Mr. M. M. Mayhew 540 Union Street Lima, OH 45805 

Mr. James Elton 3442 Market Street Ogden, UT 84402 

Mr. Charles Marks 10 Maple Boulevard Dayton, OH 45424 

Mr. George Linden 1019 Oxford Road Detroit, MI 48216 

Acme Supply Co. 3890 Central Avenue Sanford, FL 32771 

Wells Food Stores 976 Main Street Helena, MT 59601 

Mr. Charles Morton 809 Liberty Road Minneapolis, MN 55423 
Bainbridge Hotel 135 Continental Way Chicago, IL 60604 

Mrs. Alta Brown 919 Spring Street Davenport, IA 52806 

Mr. J. Z. Dexter 490 Park Building Fort Wayne, IN 46809 

Wright & Sons 1002 Taylor Street Evanston, IL 60203 

The Flynn Company 103 Bancroft Way Augusta, GA 30904 
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Machine Manipulation 

Tabulations Stressing Numbers 68 




UNIT 



The first two drills will be most helpful if you are 
using a manual machine; and the last two, if you are 
using an electric machine. Return the carriage at 
each point marked by a vertical line. 


Use double spacing. Start on line 6. Type each drill twice on 
the same sheet. Double-space twice after first typing. Lines of 
your typed copy will vary in length. Move the right margin out of 
the way. Left margin setting: Pica—27; Elite—36 


69-1 But for those world regions |where it is extremely |cold, the 
oak is known to |grow in almost any location. | While one may 
verify an oak |by its notched leaf and |by its gnarled trunk, 
the |acorn is also apt to come |to mind when an oak is talked | 
about, for the acorn is the |fruit of the oak. Although |the 
acorn is used chiefly asjanimal fodder, some people |eat it. 


69-2 Acorns must be soaked and |crushed if they are to be |readied 
for human use. The |white oak produces the acorns |which are 
best suited for |this purpose. Indian tribes |used meal made 
of the acorn, |which they molded into cakes |and baked before 
eating them. | Since the oak is known to grow |rather slowly, 
acorns do notjappear until oaks are about |twenty years old. 


69-3 The men who have the ability |or the knack to make maps |must 
use the proper scale |and the right projection for |every map 
which they make. The |map may lose its value to the |one who 
should want to use |it if it lacks either a |precise scale or 
a suitable (projection. Some of the |map projections that we 
use |now were handed down to us |from the ancient map makers. 

69-4 One of the map proj ections |which is best known to |us and is 
used by the map |makers more than any other |one utilizes two 
systems of |lines to form right angles |and blocks. Although 
this [projection fails to show the |precise ratios of land to | 
ocean regions of the world, |it is not hard to make |out, and 
is an apt andjvivid aid to many people who |sail the oceans. 


Machine Manipulation 

Carriage-Return Drills 63 


TO STRENGTHEN TYPING TECHNIQUES 




UNIT 



Concentration on the drills in this unit will help you 
to eliminate the most common types of spacing 
errors. Type just below your normal rate, slowly but 
rhythmically. 


70-1 

Rhythm 

drills 


70-2 

Spacing 

after 

left-hand 

stroke 


70-3 

Spacing 

between 

repeated 

letter 


70-4 

Spacing 
between left- 
and right- 
hand strokes 


Spacing 

between 

right-hand 

strokes 


70-5 


70-6 

Short 

sentences 


70-X 


aduyneqtfb . c j ; iwphrx, mkszlogv? 
at by in to is ax of at me so my as no be am on an or if we 
had ore run lot ink zoo box qua way sum jam fog cap top met 

quit made this lynx just zone kept frog cube vend what plow 
type line loss hear quiz onyx jade like flag cave brow must 
Dale must quiz that vendor about the jade cube he had sold. 

are even near right trend deer radio obtain north hub blame 
team member reason new wallet ten next tire eager ring good 
Our relay team members are eager to obtain ten new wallets. 

was here; we moved; would not; held over; office personnel; 
leave out; most of our; for your; is not; it is; if it may; 
We moved most of our office personnel to four upper floors. 

you unify urn ivy minimum urgency unusual item irk interest 
luncheon modern icy utility in inform urban ivory liability 
An unusual liability item posted by our utility may irk me. 

I may go. Send it immediately. How far is it? Leave now. 
This is true. They heard us. Move the box. May we leave? 
Will it rain? Take our advice. He is sure. Drive safely. 

OPTIONAL PRACTICE 

We should like to take a boat trip after the end of winter. 
Just two of the right tenants sought the electric cabinets. 
James may understand more of these phrases than most of us. 
You usually inform them about any modern pottery you bring. 
What is the actual cost? Send us a catalog. Jump quickly. 
Sound the alarm. The train is overdue. Why are they late? 
That jeweler asked us to send out six onyx rings this week. 


TO STRENGTHEN TYPING TECHNIQUES 


Machine Manipulation 

Spacing Drills 70 




UNIT 


71 


Word-Division Practice 


Use a 50-space line for this unit. Read the rules at 
the left of each group of words before you do any 
typing. The words in the group show how the rules 
are applied. 


71-1 knowl-edge rec-og-nize ref-er-ence de-vel-op-ment 

Divide words only between 

syllables. Don’t divide a one- be—tween per—ma—nent ste—nog— ra-pher bas—ket—ball 

syllable word. Divide a hy- 

phenated word at the hyphen. thought worked strength tried score caught scaled 

leaves stopped laughs freight strives spoil rough 
self-control long-playing slow-moving ex-governor 
minute-to-minute bluish-purple fifteen-sixteenths 


Divide between double con¬ 
sonants except when the root 
word ends in a double con¬ 
sonant. Don't divide a syl¬ 
lable. 


At-tor-neys dis-ap-pear-ing mis-spell be-gin-ning 
drug-gist mis-state-ment sue—ceed peb—ble rud—der 
bill-ing press-ing fill-ing call-ing ad-dress-ing 
re-dress-ing en-roll-ment dis-miss-ing stress-ing 
ill-ness sell-ing miss-ing in-stall-ment pull-ing 
re-called oc-curred im-pelled de-ferred un-rolled 


Don’t divide where a one- 
letter syllable starts or ends 
a word. Divide after (not 
before) a one-letter syllable 
unless it is in able or ible. 


along healthy handy leafy across even event equal 
apart-ment elec-tric equip-ment open-ing unit-ing 
hesi-tate mani-fest epi-gram elimi-nate sepa-rate 
flex-ible tax-able lik-able con-sum-able cur-able 
sen-si-ble fea-si-ble im-pos-si-ble in-vin-ci-ble 
ca _p a _ble ami-ca-ble com-pa-ra-ble in-flam-ma-ble 


OPTIONAL PRACTICE 

71-X Typists should strive for well-arranged work. An essential 12 
a element in producing well-balanced typed copy is the elimi- 24 

! pace nation of a ragged right-hand margin. To maintain a fairly 36 
even right-hand margin, typists must not let any lines vary 48 
over five spaces from the actual right-hand margin. In ad- 60 
dition, of course, all necessary end-of-line divisions must 72 
be made in accordance with the correct word-division rules. 84 


TO STRENGTHEN TYPING TECHNIQUES 


Word-Division Practice 71 





UNIT 



Use a 50-space line for this unit. Before you start 
to type, read the comments at the left and refer to 
the sentences for examples of the rules you will be 
following. 


Space twice after the mark 
that ends a sentence. Space 
once after the period for an 
abbreviation. Do not space 
within a group of small 
letters. 


It was sent to me. Are you ready? Please hurry! 
Certainly, you may go! Consult Dr. J. B. Morris. 
They selected this 1£ h.p. motor. Send it c.o.d. 
Mr. G. 0. Carr and Mr. W. J. Monroe are not here. 
We cannot send your orders f.o.b. shipping point. 
Is it right? I hope so. She may leave tomorrow. 


Space once after a comma 
except when it is used in a 
number. Space twice after a 
colon except when it sepa¬ 
rates hours and minutes. 


72-2 Today we received 1,200 cartons and 17,520 boxes. 
If you can come. Miss Yorkin, please let us know. 
Does he expect to travel by train, car, or plane? 
Study the principles well; apply them cautiously. 
We may leave at 7:30 a.m. and return at 9:15 p.m. 
Choose a dessert: apple pie, cake, or ice cream. 


Type a dash with single 
spaces before and after one 
hyphen or with two hyphens 
and no spaces. Don't space 
before or after an apostrophe 
within a word. 


72-3 The box - even if sent by air - will arrive late. 
Your request—although urgent—cannot be granted. 
Careful research—the only kind we do—is costly. 
He can't be correct; these facts aren't in doubt. 


It's all right. I wasn't able to grade the test. 
What's this? Jay's application hasn't been lost. 


OPTIONAL PRACTICE 

72-X Do not space between the parentheses and the material which 12 

Usea they enclose. Space once before the left parenthesis mark, 24 

nne Space and space once after the right parenthesis mark. Study the 36 

following sentence: One day of that schedule (Tuesday) may 48 

yet be omitted. Also, do not space between quotation marks 60 
(or single quotation marks) and the text that they enclose. 72 
Note: "I know,' he said, "why the word 'rush' is omitted." 84 
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Proofreaders' Symbols 


Use a 50-space line for this unit. All the symbols 
shown at the left are used in the sentences. Don't 
start to type until you have studied the sentences 
and have made sure that you understand the marks. 




% 

Met 


Change to a 
capital letter. 

Change to a 
small (lower 
case) letter. 

Leave a space 
here; open up. 

Remove space 
here; close up. 

Transpose the 
letters. 

Transpose the 
words. 

Move to the left 
to this point. 

Move to the right 
to this point. 

Insert material, 

Omit crossed-out 
material; delete. 

- Let stand as is. 


'3-1 It was invented before the Industrial Revolution. 

I expect to be able to visi^t new high ^chool .£,a. 
We made a reservation fo^ou at the hotel Alamo. 
Pompeii was destroyed by an eruption of Vesu vius. 
Please send him a c o^ y of your furniture catalog. a. 
The items you hav^ordered are - no ^out of stock. 

3-2 She is scheduled/ojt) arrive in Cleveland tomorrow. 

Dr. ^T VWilliamJ Campbell will deliver the lecture. 

L Do not change the copy; it is easy to understand. 
Lalght refreshments will follow the demonstration. 

Two or three^trains leave^after midnight. 

You may receive the stopwatch within a few days. 

’ 3 ‘ 3 All the new pens must be returned to ustomorrow. 
/ t e. The dean of the College, Mr. Flynn, will be here. 

He should consult dean Johnson about his courses. 

-=a> 

Mat There were important reasons for my decision. 

You should p^l^i to submit the outline /goon ^to u^ /. 

Send thi^s application to the state of New Jersey. 


Use a 

60-space 

line. 


OPTIONAL PRACTICE 

/# 

73 -X £ When you write a letter applying fo^an office position, do 

a some real thinking before yog^begin. Remember that you are 
pace trying /o(t) sell the value of A service that you can offer. 

Open with a sentence that you are confident will a^rouse the 
interest of the individual who will read your letter, ^then 


present important facts about your back ground 
, . ±t ,, , . .X_, 




Jur aim is. 


the reader he should interview you. 


TO STRENGTHEN TYPING TECHNIQUES 


Proofreaders’ Symbols 73 




TO BUILD FAST STROKING PATTERNS 


This section consists of copy which is 
especially designed to build your typing 
rate—material which will help make your 
typing more automatic. 

As you practice the 3-letter sequences, 
you will learn to visualize combinations as a 
unit rather than as individual strokes. The 
balanced-hand words and the balanced-hand 
sentences are ideal for developing fast, accu¬ 


rate stroking. You also have a chance to type 
paragraphs that contain a high percentage of 
balanced-hand words—copy that was written 
for high-speed typing. 

The last seven units in this section consist 
of straight-copy paragraphs of different 
lengths. You may use them for review, for 
improving your typing rate, and for measur¬ 
ing your typing speed. 


UNIT 



a— and b— 


This unit is the first of seven units in which you will be 
typing 3-letter sequences that appear with great 
frequency in typed copy. Try to speed up your 
stroking on the second typing of each line. 


74-1 blade fade grade jade made shade spade trade wade cavalcade 
evade parade persuade lemonade marmalade orangeade serenade 
Adeline covered the fine jade blade with the faded brocade. 

74-2 ail fail frail hail mail nail pail rail railroad sail snail 
avail detail trail curtail entail retail flail quail assail 
Gail did fail to place that frail snail in the wooden pail. 

74-3 brain chain drain gain again regain grain main remain plain 
explain contain detain obtain pain rain train sprain strain 
The heavy rains again detained the train hauling the grain. 

74-4 ate date late plate skate slate state create debate dictate 
donate elevate estate locate rebate relate rotate calculate 
Nate calculated accurately the rebate on a crate of plates. 

74-5 fiber rubber rubbery limber timber lumber number strawberry 
November December cranberry raspberry ember member remember 
A number of lumber dealers used this rubbery fiber coating. 

74-6 able cable fable gable table pebble double tremble assemble 
amble ramble scramble mumble nimble thimble cobbler trouble 
The nimble cobbler mumbled when told to assemble the table. 


High-frequency Combinations 

n ahiI h 


TO BUILD FAST STROKING PATTERNS 




UNIT 



The same 3-letter sequence may be at the beginning 
of a word, at the end, or at some other position. 
These drills are planned to help you type the com¬ 
bination automatically—wherever you find it. 


ces 


com 


des 


dis 


ect 


enc 


75-1 access excess princess recess success offices braces places 
spaces traces pieces prices slices spices introduces nicest 
Be sure that the princess has access to the nicest offices. 

75-2 comb combine come comedy comet comfort comic command comply 
become income outcome welcome comma company compare compete 
Compel that comic to comply with company rules if he comes. 

75-3 describe desert deserve desire desk dessert destroy hardest 
trades parades persuades glides guides hides rides provides 
My guides desire to view the parades before eating dessert. 

75-4 radish disband disagree disappear disable discolor discount 
discard dish dishes dislike dismiss dispose dispute distant 
Dan discounts discolored dishes instead of discarding them. 

75-5 collect connect correct direct elect expect perfect lecture 
project protect respect subject architect section selection 
We expect to collect the correct amount from the architect. 

75-6 enclosed encounter encourage fence reference pencil stencil 
commence audience confidence difference residence obedience 
Check my enclosed reference preferences with a blue pencil. 


OPTIONAL PRACTICE 

75-X Composed of dust and chemical compounds, a comet appears as 12 
a bright object, its stupendous tail pointed in a direction 24 
away from the sun, and fades as it glides into space, along 36 
its orbital path. As it disappears from view, not expected 4 8 
to come back for years, one can project its expected return 60 
with confidence and success. Because a comet was connected 72 
with any disastrous occurrence, ancients tended to fear it. 84 
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c—, d—, and e— 75 


TO BUILD FAST STROKING PATTERNS 





The first two sequences in this unit —end and ent — 
are of extremely high frequency. They are found in 
every possible word position. Learn to type them as 
letter groups wherever they are located. 


76-1 friend end endorse endorsement endure bend lend send tender 
intend dependent splendor vendor contend pretend referendum 
My friend intends to send his endorsed check to the vendor. 

76-2 enter entire entrance center dentist gentle evident content 
essential plenty twenty bent cent lent rent sent spent went 
It is evident he went to the dentist in the medical center. 


76-3 estate estimate restaurant western best jest nest rest test 
contestant majestic prestige finest latest request sharpest 
Do request the latest and best estimate from my restaurant. 

76-4 force foreign forest forever forgot fork form forty forward 
forbid formal formula forsake fortune afford before conform 
I forgot to forward the foreign formula within a fortnight. 

76-5 daylight delight tonight upright eight flight bright weight 
height might night right copyright oversight caught thought 
Last night she caught the oversight on the copyright forms. 

76-6 herb here cherish cherry sherbet therapy there adhere where 
catcher pitcher richer brother father mother gather weather 
Neither the pitcher nor the catcher bothered to stay there. 


OPTIONAL PRACTICE 

76-X The document sent to an inventor by the government is known 12 
as a patent. Governments of different lands may often tend 24 
to vary in their requirements for patents. Patents granted 36 
in this land give inventors sole rights to their inventions 48 
for seventeen years. Inventors who may bother to originate 60 
needed inventions tend to end up with fortune and prestige. 72 
The finest and best inventions often originate in our land. 84 
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TO BUILD FAST STROKING PATTERNS 




UNIT 



Because the ending ing is used to form nouns from 
verbs, this high-frequency combination appears in 
thousands of words. When you are able to type this 
sequence automatically, your rate will increase. 


77-1 machine machinist chintz shingle behind urchin whine aching 
hinder hindrance hinge hint chinaware shine sunshine thinly 
Sunshine hinders the aching machinist attaching the hinges. 

77-2 idea ideal identical identify bride glide guide pride slide 
wide aside beside decide divide inside outside oxide reside 
Wide doors that slide are ideal for your seaside residence. 

77-3 hint lint mint print sprint tint misprint spearmint painted 
ninth intend intention interest interior interval intrinsic 
I intend to pay interest at intervals on the printing bill. 

77-4 ingot fringe ginger bring ring spring string swing changing 
getting farming mining lacking losing bearings transmitting 
Try heating these ingots before shaping them into bearings. 

77-5 inscribe insert inside insist inspect instructor instrument 
tinsel minstrel rinse coins spins complains attains remains 
Insist that your instructor explain the institute insignia. 

77-6 river rivet five give hive live drive strive thrive deprive 
survive active receive motive native effective conservative 
Strive to drive these rivets into the holes in this trivet. 


OPTIONAL PRACTICE 

77 -X A machine is a simple instrument, consisting of two or more 12 
parts, required for transmitting or changing energy for the 24 
purpose of getting work done. Machines are intrinsic parts 36 
of manufacturing and mining; most farming would be hindered 48 
lacking needed machines. For effectiveness in transmitting 60 
power without losing energy, machine bearings are needed to 72 
reduce friction. We do live in a world guided by machines. s* 
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TO BUILD FAST STROKING PATTERNS 




UNIT 



Picture in your mind each high-frequency combination 
as a unit rather than as three individual strokes. By 
visualizing the combination in this way, you will 
improve both accuracy and speed. 


78-1 kind kindly king gherkin skin asking awaking baking banking 
inking joking looking making raking taking thinking working 
Experts in banking were thinking of working for their king. 

78-2 let letter letterhead letters lettuce booklet inlet leaflet 
ballet bulletin eyelet outlet ringlet skillet sublet violet 
They may let us send a letter or bulletin about the ballet. 

78-3 low allow allowance disallow follow following hollow mellow 
pillow yellow blow clown glow flow flower plow slow lowland 
Do allow the clown to place a yellow flower on this pillow. 

78-4 men women arrangement cement mention menu omen instrumental 
mend garment commence comment compliment recommend ornament 
Men experiment with a cement recommended to mend monuments. 


78-5 antelope antenna enter center hunter painter printer winter 
intend intense interest interesting lantern sentence tinted 
Tinted lanterns are intended to help hunters during winter. 

78-6 one bone cone gone lonely shone someone stone tone postpone 
honey money baritone lonesome telephone undergone milestone 
The lonely baritone gave him money to buy one jar of honey. 


OPTIONAL PRACTICE 

78-X Whether one is seeking a position, recommending someone, or 12 
just asking for information, a letter is sent to the men or 24 
women for whom it is intended. When one follows principles 36 
of good letter writing, that letter will be instrumental in 48 
awaking reader interest. Besides making sure that a proper 60 
letterhead is available, good arrangement, correct grammar, 72 

and simple sentences are recommended. Letters talk for us. 84 
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The Optional Practice paragraphs make an ideal 
review of the units on high-frequency combinations. 
Paragraph 79-X, for example, includes combinations 
both from this unit and from preceding units. 


79-1 ore more moreover explore explored explorer shoreline store 
forehead foreign foremost forever ignore seashore sophomore 
That foremost foreign explorer ignored a shoreline warning. 

79-2 ounce announce bounce rebound country found ground fountain 
mountain amount account discount accountant around compound 
This accountant had found a fountain on mountainous ground. 

79-3 house warehouse curious famous furious glorious industrious 
bituminous continuous dangerous humorous strenuous thousand 
My industrious cousin was curious about that new warehouse. 

79-4 out outcome outfit outgrowth outlast outlook output outside 
outset bout rout route scout shout trout without throughout 
That stout scout took the outer route to the yearly outing. 

79-5 place displace plain plan plant plaque plate plateau splash 
platinum player plaza airplane applause explain explanation 
He plans to give the player in the plaza a platinum plaque. 

79-6 precede precise predict prefer preference presence preserve 
pressure express impress appreciate depreciate depreciation 
She prefers to be able to predict the precise depreciation. 


OPTIONAL PRACTICE 

79-X People started to explore mountains after they had explored 12 
plains and plateaus of their country and foreign countries. 24 
Although explorers knew mountain climbing was both rigorous 36 
and dangerous, they did prepare themselves with precise and 48 
plausible plans. Now the residents of countries containing 60 
mountains express preference for dwelling there. Moreover, 72 
mountains yield metal and the forested slopes provide wood. 84 
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TO BUILD FAST STROKING PATTERNS 






UNIT 



When you type the ssi words in this unit, be sure 
to type the second s no faster than you typed the 
first s. A break in your typing rhythm could easily 
cause a stroking error. 


80-1 procedure process produce profit program proof propel prove 
approval improve project promptly proper property proponent 
Obtain the proper approval to improve my property promptly. 

80-2 research reserve reside resign resist resolve resort result 
address forest fresh interest present pressure stress tires 
They resolve to resume research on how tires resist stress. 

80-3 assist assign assignment commission intermission profession 
possible progressive expression impression omission session 
Assist the commission with that discussion at intermission. 

80-4 term terminal terrific better faster greater neater pattern 
daughter letter platter scatter sweater waiter water writer 
Later my daughter may make a sweater with a neater pattern. 

80-5 auction education proportion selection national traditional 
definition instruction perfection proportion ratio rational 
Traditional education courses include ratio and proportion. 

80-6 award coward forward inward outward reward rewarding toward 
ward wardrobe warehouse warm warn warp warrant warrior wary 
Warren warned the wary warrior to run toward the warehouse. 


OPTIONAL PRACTICE 

80-X Even though there is proof that neither the traditional nor 12 
the progressive educational procedure is new, the adherents 24 
of both try to better the educational process. Progressive 36 
groups stress class assignment to areas of major interests, 4 8 
while traditional proponents stress assignments in relation 60 
to a pattern of logical organization. Both factions try to 72 
aim for perfection and use research to improve instruction. 84 
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UNIT 



Balanced-hand words provide the ideal material 
to help you develop smooth, rhythmic stroking. The 
words in the unit are so arranged that your practice 
will produce the best possible results. 


Words in 
Unit 81 
start with 
every letter 
except x. 


81-2 


aim air bid bit cob 
ham hay hem hen ivy 
wig wit ant box bud 

also body bowl burn 
form goal hand heir 
dial dirk dish disk 


die eye fig rib rig 
jay key lap map nap 
cot doe fur got rod 

bush city clam clan 
iris kale lake lamb 
dock duck duel dusk 


sir six sod the tug 
owl own pan pay pen 
rug rye sow tie yam 

clay coal cork curl 
lane lark male pair 
duty envy firm fish 


81-3 cozy down flap foam form fowl fuel fury girl gown gush quay 

hair half idle isle land malt pane pang pelt paid pale prow 

risk rock ruby rush sigh sign slam slap snap soap they vial 


81-4 aisle angle antic aught augur blame blend bugle chant chaos 

handy ivory lapel laugh neigh panel prism prowl proxy yarns 

clang cycle digit eight elbow field fiend fight focus zonal 


81-5 cocoa flair giant gland queue right rigor robot shake shale 

handy kayak laity mango oaken penal quake usual usurp usury 

shelf shrub shrug slant snake spend spent throw tight toxic 


81-6 ancient antique auburn audible chaotic dismal formal manual 
handle iambic icicle jangle lament neighbor penalty problem 
disobey enchant quench social surname suspend visual wieldy 


OPTIONAL PRACTICE 


81-X The rich heir may make them rush the sick girl to the city. 


All words 
in these 
sentences 
are balanced- 
hand words. 


Hand me the key to the auto so he may lend us the fur pelt. 
They wish to bury both the lake fish and the duck by eight. 
The apt girl paid for both the worn gown and the pale bowl. 


They may also wish to handle the eight authentic city maps. 
Tie the end of their antique rug to the cot and pay for it. 


The handy man may fix the big emblem and lay it by the box. 


TO BUILD FAST STROKING PATTERNS 
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Balanced-Hand Words 81 




UNIT 



Balanced-Hand Words 
(sentences) 


Because every word in the sentences of this unit is a 
balanced-hand word, your stroking will accelerate 
rhythmically. The result will be improved speed with 
fewer errors. 


82-1 They may sue us for the pay if they dig the coal and shale, 
contains The sleuth may profit if the auditor pays for the big ruby. 

every letter 

of the They may aid the girls of the sorority to make ivory bowls. 

alphabet. 


82-2 The robot may jam the signals if the airman turns the dial. 
It is the duty of the firm to codify the forms for the men. 
The air dispels the fog to make half of the island visible. 


82-3 They may dye the big worn rug and then fix the torn burlap. 

The visitor may wish to pay for eighty bushels of cut corn. 

The firm may make us pay for the apricot jam and the cocoa. 

82-4 Big risks may ensue if the men wish to nap by the icy lake. 
The busybody is to blame if the key to the problem is torn. 
It is handy for the man to bicycle to the city to visit us. 

82-5 The giant quake signals the end to their visit of the city. 

The visitor may make the usual bid for six bushels of yams. 
Do pay for the antique ornament and hand it to the prodigy. 

82-6 The burnt ham and the toxic air did make problems for them. 
The cork box is the handiwork of their proficient corpsman. 
Zurich townsmen may amend the problem for the busy skeptic. 


OPTIONAL PRACTICE 

82 -X Firms do make use of handy forms for the usual reasons. If 12 

firms must bid on any work they wish to do for other firms, 24 

the firm asking for bids may submit the right form or forms 36 
to the firm that is to do the bidding. Also, firms use the 48 
right forms for billing other firms. If the forms lack the 60 

usual visual layout, they may not do the work for which the 72 

forms were designed; the forms, then, lack some vivid plan. 84 
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UNIT 



Balanced-Hand Words 
(paragraphs) 


When you type the paragraphs in this unit, you 
should notice a marked improvement in your timed- 
writing rate. The reason is that the copy contains a 
high percentage of balanced-hand words. 


83-1 Many of us know that ancient men and women did make and use 12 12 
items of ivory, for the tombs and the ruins of many ancient 24 24 
lands may enchant us with fine examples of ivory handiwork, 36 36 
some of which fail to show any of the usual signs of aging. 48 4 8 
Though now many firms may make items of metal or of plastic 60 *<> 

that the ancient folk did make out of ivory, the demand for 72 72 
ivory items is big, for quite a few of us buy and use them. 84 84 

_1_ 2 _3- 4 - 5 -6- 7 -3-9-10-11- 4' 

83-2 Clams do live and move half sunk in the sand. One may rake 12 96 
or dig them when the tide is low, to be used in soups or to 24 io> 
eat them in their raw form. The clam is also used to catch 36 120 
fish. Giant clams, found in the seas south of the equator, 48 132 
may clench the limbs of the divers who did fail to see them 60 144 
among the rocks. The divers who are wiry and spry may turn 72 i 56 
and tug enough to halt the firm grip of the fiendish clams. 84 i6 8 
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83-3 Although men or women who enter and post firm records do so 12 iso 
with rigid accuracy, it is both usual and right to have the 24 192 
work checked by other men or women. The person who is paid 36 204 
for this type of work is known as an auditor. It is proper 4 8 216 
for the firms whose records are to be audited to pick their so 22 a 
own auditors. The auditor who works at one audit may do an 72 240 
audit of other firms, thereby getting pay from all of them. 84 252 

_,_2_ 3- 4 --5- 6 - 7 -8- 9-10-11- 4 

83-4 The men and women or boys and girls of this land and of the 12 264 
other lands of the world who make use of the typewriter may 24 276 
wish to know about the men whose work and minds did help to 36 2 88 
invent it. Though there is but one man known to us who did 48 300 
get the patent for the type of machine in use today, others so 312 
born before him did make such machines, but they turned out 72 3 24 
to be too big for their usual use and so they did not sell. 84 33 6 
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This unit is the first of seven units devoted entirely 
to straight-copy material. Each unit contains 336 
five-stroke words. The paragraphs contain either 84 
words or 1 68 words. 


84-1 Everybody likes the person with a smile. The man who walks 12 12 
around with a face showing displeasure is not likely to get 24 24 
far in life. It pays to let other people know that you are 36 3 * 
happy to meet them. By the way you look and by the way you 48 4 8 
talk you can. show how you feel. Greet others with a bright 60 to 
smile, a warm handclasp, and words of welcome. If you want 72 72 
to be liked by others, do strive to become a good listener. 8 4 84 

-1-2- 3 -4- 5 - 6 - 7 - 8 - 9 -10-11- 

84.2 You can often score a big hit with other people by noticing 12 9 * 
the small things. Talk to them about any special interests 24 io 8 
or hobbies. If a friend likes to try his luck at the lake, 36 120 
talk about his fishing trips. If he enjoys hiking, ask him 4 8 132 
to talk about his walks in the woods. If you reveal a keen 60 144 
and sincere interest in their hobbies, folks will think you 72 u* 
are splendid and will, of course, want you as their friend. <u i 6 8 

- , - 2 - 3 - 4 -5-6-7- 8 -9- 10 - 11 - 

84.3 There are some folks who seem to get ahead much faster than 12 iso 
other people. Once in a while the reason for their success 24 192 
is a lucky break. Other persons may make good because they 36 204 
have had better training or more education. If you wish to 4 8 216 
pursue this matter objectively, however, you will find that 60 22 s 
most people are quite successful because they have not only 72 240 
learned how to make friends, but how to keep those friends. 8 4 252 

_ 1 -2— - 3 - 4 - 5 -6- 7 - 8 - 9 -10-11- ^ 

84-4 The businessman whose efforts fail to help him succeed in a 12 264 
chosen field will often turn his attention to another field 24 27 * 
in which he is better fitted to succeed. He tries to apply 36 288 
the experience acquired from his first apparent failure and 48 300 
finds himself highly successful in the second effort. Most 60 312 
of our failures can provide the means to final success. We 72 324 
often learn as much from defeat as we ever do from success. 8 4 334 
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UNIT 



As you type the paragraphs in these units of straight- 
copy material, are you keeping your eyes on the 
copy? Even an occasional quick glance at your paper 
may cause spacing or stroking errors. 


85-1 There is nothing in business that amounts to anything which 12 12 
was ever achieved without genuine enthusiasm. Any movement 24 24 
that has left its impression on our lives owes its start to 36 3* 
the driving zeal of some one individual or a small group of 4 8 48 
individuals. It is comparatively easy to fall into routine 60 so 
habits of learning and practice. One goes through motions, 72 72 
but not much progress can be made if enthusiasm is lacking. 84 84 

_1-2-3-4-5-6-7-8-9-10-11- -j- 

85-2 People who know how to organize their working materials and 12 »6 
their time systematically have been turning out big amounts 24 ioa 
of accurate work. A secretary, for instance, who keeps her 36 120 
desk in such a way that there is a place for everything and 48 132 
everything is in place will lose little or no time by waste 60 144 
motions. Anyone can make a good guess on the effectiveness 72 156 
with which people work by observing their desk arrangement, m i6 8 

_1_2-3-4-5-6-7-B-9-10-11- 4" 

85.3 Do not anticipate difficulties; do not try to cross bridges 12 iso 

until you come to them. Follow through on the instructions 24 192 
your teacher has given you day by day and work out practice 36 204 
methods in the way you are asked to do that practice. That 4 8 216 

work which you are doing every day has been thought out and 60 22 a 

planned in advance in such a way that you, the student, may 72 240 

be able to attain, in the least time, goals set up for you. 8 4 252 

_,_2_3 -4- 5 -6- 7 - -8 - 9-10-11- 4 

85.4 The most senseless thing in the world is worry. If one can 12 264 
do something about situations which worry him, he should go 24 276 
ahead and do it now. If, on the other hand, he is faced by 36 2 88 
a situation about which he can do nothing whatever, then he 48 300 
is really not obliged to worry. The sensible way of living 60 312 
is to do in the present what needs to be done now and do it 72 324 
intelligently and constructively according to your ability. 8 4 33 * 
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You will improve your typing speed and accuracy 
by concentrating on the copy. You must never allow 
your mind to wander while you are typing—not even 
for a fleeting second or two. 


86-1 All workers may be divided into three classes. First there 12 12 
are those who have never learned to work accurately. Given 24 24 
instructions, they do not pay close attention; as a result , 36 36 

they do not know what is wanted. They make numerous errors 48 48 
when working either because they fail to put their minds on 60 6 o 
the work or because they do not care. Businessmen will try 72 72 
to avoid hiring these workers because of the reasons given. 84 84 

-1-2-3-4-5-6-7-8-9-10-11- I 

86-2 The second class is composed of workers who do routine jobs 12 96 
well. They have mastered their jobs, and they go ahead and 24 ios 
perform them correctly. They are aware of the fact that we 36 120 
all pay more or less for supervision; the more our work has 48 132 
to be supervised, the more we all pay for that supervision. 60 M4 
The net result is that we get less for our work. This type 72 156 
of worker is likely to remain in a routine job permanently. 84 168 

-1-2-3-4-5-6-7-8-9-10-11- 

86-3 Those workers who belong to the third class, which consists 12 iso 
of far fewer people than are in both the first class and in 24 192 
the second class, not only do well all of the work they are 36 204 
required to do, but they have also learned how to work with 48 216 
little or no supervision; in other words, they have learned 60 22 a 
how to work by themselves. Because they are self-starters, 72 240 
they are considered to have initiative. They look for ways 84 252 
to enhance the value of their work. They are never content 96 264 
to be routine workers even if they do their work accurately ios 276 
and promptly. They are both creative and imaginative; they 120 288 
are constantly on the alert for new ideas. Their minds are 132 300 
open and receptive. It is from this third class of workers ua 312 
that business gets its leaders. You should try, therefore, 156 324 
to exert extreme effort to be creative in all of your work, us 336 
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Are you striking the keys properly? Proper stroking 
is vital to both speed and accuracy. Allow your 
fingers to do the work; keep your hands and arms 
almost stationary. 


87-1 Business today depends mostly upon relations established by 12 12 
correspondence. This correspondence covers many and varied 24 24 
relationships, from requesting interviews to getting orders 36 36 
and sending out invoices for any goods sold. A businessman 48 4 $ 
who is favorably impressed by his association with any firm 60 60 
will usually indicate his views through a letter. If he is 72 72 
displeased, he also uses the letter as a medium by which he 84 84 
may let the other fellow know what he thinks. As he clears 96 
the facts and states his feelings to win his point, he must iob ios 
be quite tactful. He cannot rely on personal appearance, a 120 120 
friendly smile, gestures, and other such aids that he might 132 132 
use in face-to-face contacts. In personal conversation, he H 4 144 
may recall and revise any mistake made, but such is not the U6 U6 
case in business correspondence; typed words are permanent. i6 8 16 $ 

-I-2-3-4-5-6-7-8-9-10-11- ^ 

87-2 One of the most valuable and essential qualities that those 12 m 
men or women in business can have is the ability to compose 24 192 
effective business letters. Almost everyone in business is 36 204 
employing this important asset in solving simple, practical 4 8 216 
problems. It may be well for those who are not informed on 60 22 s 
this topic to devote some rather intense study to it and to 72 240 
realize its fundamental value. To the inexperienced it may 8 4 252 
seem logical to conclude that anyone with general knowledge 96 264 
of basic grammar should be able to write effective business ios n<> 
letters, and that no diligent study of the basic principles 120 2 88 
of letter writing is required. Experience shows that these 132 300 
arguments are false. The conciseness, emphasis, clearness, 144 312 
and courtesy that a business letter requires distinguish it is 6 324 
rather markedly from the conventional written compositions, us 336 
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Have you mastered the technique of making a fast 
carriage return? You will lose approximately a half 
minute in typing this page if you waste even one 
second on each carriage return. 


88-1 Physical handicaps are often blessings in disguise. Edison 12 12 
could have had his hearing restored by surgery. He refused 24 24 
to have the operation performed, however, although the hour 36 36 
had been set and the surgeon had been chosen. He explained 48 48 
to his friends that his deafness shut out a lot 'of nonsense 60 60 
and other noises he would prefer not to hear. That silence 72 72 
of deafness permitted him to concentrate better on his work 84 m 
in the laboratory. Edison would not allow anything to come 96 »6 
into his life that could conceivably jeopardize his ability ioe 10 a 
to focus complete attention upon those problems he outlined 120 120 
for solution. He is considered to be the greatest inventor 132 132 
in history. Edison and his assistants were responsible for u* u 4 
turning out the phonograph, the motion-picture machine, the 156 U6 

incandescent lamp, and numerous other devices in daily use. us us 

_,_2_3- * -5- 6 - 7 - 8 - 9 - 10 - 11 - | 

88-2 The tropical papaya is one of the most useful plants in the 12 uo 
world. It can be served to replace that seemingly constant 24 192 
procession of oranges and grapefruit at the daily breakfast 36 204 
table. Papaya bark is used in the manufacture of rope; its 4 8 n« 
seeds are eaten as a delicacy, while natives of the tropics 60 22 a 
will often chew them when they are thirsty; the roots yield 72 240 
a juice that is said to be a fine tonic. The ripe fruit is 84 252 
a most pleasant substitute for the familiar cantaloupe. In 96 264 
a green state it may be cooked and consumed as a vegetable. ios 276 
Crystallized papaya cubes may be made into delicious candy. 120 2 88 
The juice from the green papaya fruit is used by natives in 132 300 
the tropics in treating common ailments. The ripe fruit is i 44 312 
used as a cosmetic. With parallel success, face powder and is« 324 
lotions for skin treatment are being produced from papayas, us 336 
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Fatigue will result in the loss of both speed and 
accuracy in your typing. One way to ward off 
fatigue is to sit properly at the typewriter. The 
letter H should be even with the center of your body. 

89-1 You always do your best work when you have the feeling that 12 12 

what you are doing has some value for you. The courses you 24 24 

are now taking are organized to give you that knowledge and 36 36 

training which you will need to be successful in a business 48 48 

position. Consistently impress on your mind the importance 60 60 
of details. Good work grows out of an understanding of the 72 72 
details which go into the production of every finished job. 84 84 
Be certain to make it a definite point to work on your own. 96 96 
First, find out precisely what you are to do; then go ahead ios ioa 
and do it yourself. Two of the most priceless qualities in 120 120 
business are the initiative and resourcefulness that enable 132 132 
people to do the kind of creative work that business wants. 144 U 4 
It is, therefore, to your advantage to make the most of the is6 i 5 6 
opportunity which is available in educational institutions, ua i6 8 

_,_ 2 _3-4- 5 -6-7-8-9- 10 -11-| 

89-2 The value of an agency as an aid in obtaining a job for the 12 iso 
beginner should definitely be considered. Not only are the 24 192 
agencies professional organizations, but they are regulated 36 204 
by state and local laws. To get a good position is largely 4 8 216 
a matter of knowledge on the part of the individual seeking 60 22 s 
that position. The applicant should give some real thought 72 240 
to his natural ability and knowledge. A good stenographer, 84 252 
for example, must have a thorough knowledge of punctuation, 96 264 
spelling, and the principles of good grammar, which are all ios 276 
invaluable in transcribing shorthand notes. Proficiency in 120 2 88 
typewriting, of course, is a major requirement in obtaining 132 300 
and keeping a stenographic position. An individual must be U 4 312 
fully prepared before any degree of success can be assured, im 324 
Do know your own ability when you apply for your first job. us 336 
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Ecch paragraph in this unit co n tai ns eve r y letter of 
the clphcbet. Type wit'- 3 r~zzy rhythm, spee: 
up on easy copy and slowing zn drfficu * ::: • 

without any jerkiness between words. 


90-1 A fruit is defined as the edible part of a perennial plant. 12 12 
Because of food value, vitamin content, and pleasant taste, 24 24 
fruit is produced and consumed by people in the majority of 3 * 36 
the countries of the world. Those countries which may have 48 4 8 
extra supplies of the kinds of fruits they grow will export 60 «o 
them to countries lacking these fruits. Two popular fruits 72 72 
cultivated in the tropics are pineapples and bananas, while 84 84 
some of the principal fruits in the temperate zones include ?6 96 
apples, peaches, pears, olives, plums, and berries. Dates, ios ios 
figs, and citrus fruits are grown in the subtropics. While 120 120 
numerous kinds of fruits are cultivated in the world, but a 132 132 
small quantity of the hundreds of varieties of each reaches U 4 U 4 
the world fruit markets. Essential marketing factors which 156 is* 
include supply and demand determine those that are salable. 168 168 
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90-2 Although this country produces and consumes more fruit than 12 iso 
any other country, our continent is not the leader in fruit 24 192 
production. Mediterranean countries are among the foremost 36 204 
producers of fruit in the world. Because of modern methods 48 216 
of preserving and marketing fruits, it is not required that 60 22 s 
fruits be eaten or marketed immediately after harvesting to 72 240 
prevent spoilage. For commercial purposes, many fruits are 84 252 
usually canned, dried, or frozen. The availability of cold 96 2 64 
storage facilities makes it possible to retard in fruit any iob 276 
spoilage for long periods of time. When fruit is sent from 120 2 sa 
one part of a country to another, refrigerated railway cars 132 300 
or trucks are utilized. Boats with refrigeration equipment u 4 312 
are used for exporting fruit to other countries. When time U 6 324 
of delivery is urgent, growers just use air transportation. 168 336 
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